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Not knowing what one
should be doing, why, or how
(regarding the
think-work functions in
the top half of the model)

Doing only what one
likes to do or can do well
(primarily the implementation
functions in the bottom half of
the model—or ancillary responsibilities)

Underlying Causes Direct Causes Ways Time Is Wasted Symptoms

Dysfunctional misconceptions
 Efficiency = effectiveness
  Activity = results

Not doing the right things

Not analyzing operations or
situations in real depth

Not identifying what can and
cannot be controlled

Not setting goals and establishing
priorities

Not establishing challenging yet
realistic performance standards

Little or poor planning

Not establishing effective time
management practices and policies

Not organizing effectively

Not staffing properly

Not guiding activities effectively

Managing only what can be seen

Doing urgent rather than
important things

Doing tasks that someone else should
be doing
 Failure to delegate
 Upward delegation
 Inability to say “no”

Interruptions
 Literal open-door policy

Unproductive meetings
 Unnecessary meetings
 Poorly organized or conducted
 meetings

Paperwork and written materials
 Unproductive reading
 Unnecessary paperwork
 Mishandled paperwork
 Disorganized desk

Ineffective problem solving
 Unanticipated problems
 Unrecognized problems
 Unsolved or poorly solved problems

Poor use of committed (waiting) time

Procrastination

Preoccupation

Others’ ineffectiveness and
inefficiency on the job

Overcommitted time

Incomplete tasks

Unproductive long hours

Uncontrolled fire fighting

Overresponse to crises

Emotional and
physical stress

Exacerbate situation

Exacerbate situation Exacerbate situation

Tentative
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 Figure 7.1 Wasting Time: Causes, Ways, and Symptoms




