Academic Leadership and
Management Institute

Session 4: Managing Progress & Your Role Transitions
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“I have not written anything this year. I have been too busy filling out the Research and Publication
form, the Self-Evaluation form, the Merit Raise form, the Departmental Service form, the . . . ”

EXCELLENCE in
T ngpre ACADEMIC
LEADERSHIP

T

I

necpre

ncpre

At End: Key Takeaways
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Case Study Discussion
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What goals will you
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Creating Goals to Align With Values and Aspirations

& O

What will you have to
achieve in order to reach
those goals?

Vv
®

How will you, as a
leader, contribute to
achieving these goals?

Who are your
accountability
partners?

set for yourself
or your lab?
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What are your big rocks?
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“The key is not to prioritize
what's on your schedule,
but to schedule your priorities”

‘ _ /% Stephen Covey
\)
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If the big rocks don't go in first,
they aren’t going to fit in later.
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Beyond Time Management to Life
Leadership
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Urgent Not Urgent

Important

<

Not Important

v
1. Deep Work: Rules for Focused Success in a Distracted World — Cal Newport
2.7 Habits of Highly Effective People — Steven R Covey
3. First Things First - Stephen R. Covey, A. Roger Merrill, Rebecca R. Merrill
4. Moving from Time Management to Life Leadership — Joyce Yen (UW Advance Center for Institutional Change)
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Deep Work

Professional activities performed in a state of
distraction-free concentration that push your
cognitive capabilities to their limits. Create new
value, improve your skills, and make it hard to
replicate.

* Conducting research and writing proposals,
articles or books

* Developing new course materials or
revising existing ones

* Planning and goal setting for the long-term

* Attending conferences or professional
development workshops

* Building relationships with colleagues or
networking with other professionals in the
field

=
AL ncpre

Urgent Not Urgent
Important
Not Important .
v
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Not Urgent
Shallow Work

non-cognitively demanding, logistical-style tasks,
often performed while distracted—generally not

Important
much new value and easy to replicate.

* Responding to urgent emails

* Attending meetings

* Grading assignments that are due soon

* Updating course materials or websites
for an upcoming class
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Urgent

Not Urgent

Important
20-25% 65— 80%
25-30% 15%
High-performing organizations
Typically-performing organizations
Not Important
<1%
15%
2-5%
50-60% ’
First Things First - Stephen R. Covey, A. Roger Merrill, Rebecca R. Merrill .
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Urgent Not Urgent 7 Recurring Items
. Improving communication
Important . Better preparation

. Better planning and organization

. Seizing and seeking new opportunities

. Focus more on personal development
Not Important P P

IV

1
2
3
4. Self-care
5
6
7

. Doing things that would help with
empowerment

Moving from Time Management to Life Leadership — Joyce Yen (UW Advance Center for Institutional Change) .
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Identify the top priority task that, if executed
consistently and to the best of your ability,
would yield significant positive outcomes in
your personal life?

Identify the top priority task that, if executed
consistently and to the best of your ability,
would yield significant positive outcomes in
your professional life?
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“The key to success and fulfillment is to
identify your values then to bias your
resources toward meeting those values.”

9 b : Dr, John Demartini
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Chaﬂenge: Six guidelines for filtering “opportunities”

In the next week, start recording how much you spend on different tasks every
15 - 30 minutes

The Black 1. Avoid saying "Yes" on the spot
Academic’s ) L
Gm eio 2. Estimate how long it will actually take
Wl nnlng you to complete the request
Ten ure 3. Ask yourself: Why would | say Yes?
—Without 4. Figure out how to say "No" and do it
Losin
Your . 5. Establish an No-Committee
6. Think of your career as a book with many
chapters.
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Avoid saying "Yes" on the spot Estimate how lonig it will actually
take you to complete the request
‘1l check my calendar and get Examples of things to consider:
back to you" =:B What other commitments do you need to
=:J budget time for in the same window?
‘I need to think about this. I'll let you
know tomorrow" How long do you need to properly reach the
six quldIE six guidSITE standard you (and others) expect?
for filtering ., . for filtering
“opportunities” Could we schedule a meeting to “opportunities” - . .
discuss this in more detail?” Have you built in extra time in case of
emergencies?
[ [ ]
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Ask yourself: why would I say Yes?

“This project really interests me!”

“This will help support something |

Figure out how to say “No” and do it;
& Establish an “N-Committee”

“I'm not the best person for this, why don't you ask ___.

“That sounds like a great opportunity, but | can't
take on any additional commitments at this time. "l

believe in. am in the middle of XY, and Z, and if | hope to get
Six guidelines Six guidelines tenure, I'm unable to take on any additional service.
for filtering . . . for filtering
“opportunities” “This aligns well with my values and| “opportunities” ) o o
goals.” "If you can ﬂnq away to ellm/'nate one of my existing
service obligations, | will consider your request”
o ) [ ]
EXCELLENCE in EXCELLENCE in
ﬂ nepre ACADEMIC necpre ACADEMIC
LEADERSHIP LEADERSHIP
Think of your career as a book with many
chapters (start with the end in mind)
ARMLEIP
Six gqide!ines 1962 FFA College
for filtering
“opportunities”
o o
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Department Head Dean of Agriculture Chancellor President

Hardest job on campus Best job on campus A fun job

Your priorities will change with your role transitions
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Time Management Case Study 2
D Ay Puse,
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A leadership skills test

1. Take 5 minutes to write about your career as a book
with many chapters and imagine the central focus of
later chapters. When you're finished with this exercise,
release yourself from the need to do everything for
everyone RIGHT NOW.

2. Locate at least two people to be on your No-
Committee.

Journal Entry Use your No-Committee to filter every service request

you receive this week to see what bringing other
people into your decision-making process feels like.

The Black Academic's Guide to Winning Tenure Without Losing Your Soul - Kerry Rockquemore and Tracey A. Laszloffy
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Questions or concerns?

Key takeaways?
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Resources

National Center for Faculty Development & Diversity

SKILL #2: How to Align Your Time with Your Priorities

Thu, Feb 9, 2023

How to Align Your Time With
Your Priorities

r—

The Coaching
Habit

Michael
Bungay
Stanier

VAl Street ourna Bestseler
Overhalta miioncopes sold

KActive
Listening
Techniques

30 practical Tools
to Hone Your
Communication Skills
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https://www.facultydiversity.org/webinars/23weeklymeet

