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 i  •  Course Information

PRODUCTIVITY: MULTITASKING, TIME WASTERS 
AND OVERCOMING PROCRASTINATION

 This course is designed to help you maximize your productivity and get more out of the time you have while 
watching your productivity soar. Topics coved by this course include: Multitasking, good communication, 
strategies to more effective meetings, identifying major time wasters and recognize steps towards 
overcoming procrastination 

LEARNING ASSIGNMENTS AND OBJECTIVES 

As a result of studying each assignment, you should be able to meet the objectives listed below each 
individual assignment.

SUBJECTS

Managing Multitask Jobs
Time-Saving Techniques – and How to Deal with the Seven Biggest Time Wasters
Overcoming Procrastination

Study the course materials from pages 1 to 44
Complete the review questions at the end of each chapter
Answer the exam questions 1 to 10

Objectives:

• Recall an example of a parallel task.
• Identify keys to good communication.
• Identify strategies to more effective meetings.
• Recognize major time wasters.
• Recognize steps towards overcoming procrastination.

NOTICE

This course and test have been adapted from supplemental material and uses the materials entitled Time Power: A Proven 
System for Getting More Done in Less Time Than You Ever Thought Possible © 2007 by Brian Tracy. Displayed by permission 
of the publisher, AMACOM Books, division of American Management Association, New York, NY. All rights reserved. http://www.
amanet.org www.amacombooks.org

This course is sold with the understanding that the publisher is not engaged in rendering legal, accounting, or other professional 
advice and assumes no liability whatsoever in connection with its use. Since laws are constantly changing, and are subject to 
differing interpretations, we urge you to do additional research and consult appropriate experts before relying on the information 
contained in this course to render professional advice..
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Program publication date ���������
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EXAM OUTLINE

• TEST FORMAT: 7KH�¿QDO�H[DP�IRU�WKLV�FRXUVH�FRQVLVWV�RI����PXOWLSOH�FKRLFH�TXHVWLRQV�
DQG�LV�EDVHG�VSHFL¿FDOO\�RQ�WKH�LQIRUPDWLRQ�FRYHUHG�LQ�WKH�FRXUVH�PDWHULDOV�

• $&&(66�),1$/�(;$0��/RJ�LQ�WR�\RXU�DFFRXQW�DQG�FOLFN�7DNH�([DP��$�FRS\�RI�WKH�¿QDO�
exam is provided at the end of these course materials for your convenience, however you 
must submit your answers online to receive credit for the course.

• /,&(16(�5(1(:$/�,1)250$7,21��7KLV�FRXUVH�TXDOL¿HV�IRU�� CPE hours.

• PROCESSING: <RX� ZLOO� UHFHLYH� WKH� VFRUH� IRU� \RXU� ¿QDO� H[DP� LPPHGLDWHO\� DIWHU� LW� LV�
submitted. A score of 70% or better is required to pass. 

• &(57,),&$7(�2)�&203/(7,21��Will be available in your account to view online or 
print. If you do not pass an exam, it can be retaken free of charge.
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CHAPTER 1: MANAGING MULTITASK JOBS

Chapter Objectives
After completing this chapter, you should be able to:

• Recall an example of a parallel task.
• Identify keys to good communication.

“America is unique because it offers you an economic ladder to climb. 
 And here’s what’s exciting: It is the bottom of the ladder  

that’s crowded, not the top.” 
—JIM ROHN

All of life is a series of projects. A project is a complex task. It is often called a multitask job. This type 
of job requires the coordination of the efforts of several people, each of whom is responsible for part of 
the job, with every part of the job being necessary for successful completion. Your ability to handle these 
multitask jobs is a critical skill for success.

All achievements of consequence are complex, and they involve the cooperation of many people. An 
example would be the race to put a man on the moon. Tens of thousands of men and women had to 
coordinate their activities for its successful accomplishment.

Even simple tasks like planning a party, or producing a brochure or newsletter, require the ability to 
plan multiple tasks. This type of planning and organizing is one of the core skills of time management. 
Your ability to put together and work with a team of people on a project is the most important skill for 
advancement in your work.

7+(�.(<�0$1$*(0(17�6.,//

A study by Stanford University on the qualities that companies look for in promoting people into the 
SRVLWLRQ�RI�FKLHI�H[HFXWLYH�RI¿FHU�FRQFOXGHG�WKDW�WKH�DELOLW\�WR�SXW�WRJHWKHU�D�WHDP�WR�DFFRPSOLVK�D�WDVN�
ZDV�WKH�VLQJOH�PRVW�LPSRUWDQW�LGHQWL¿DEOH�TXDOLW\�RI�DQ�H[HFXWLYH�ZKR�ZDV�GHVWLQHG�IRU�WKH�IDVW�WUDFN�LQ�
her career.

Take the example of the spectacular success of a man like Lee Iacocca, who saved Chrysler Corporation 
from bankruptcy. One of the reasons he was hired into the presidency of Chrysler was because of his 
ability to bring senior executives together from a variety of different areas to turn the company around. 
,Q�KLV�¿UVW�WKLUW\�VL[�PRQWKV�DW�&KU\VOHU��KH�UHSODFHG�WKLUW\�¿YH�RXW�RI�WKLUW\�VL[�VHQLRU�YLFH�SUHVLGHQWV��+LV�
ability to assemble this team made all the difference. In his autobiography, he gives full credit to the men 
and women on those teams who revived the company.

Your ability to put together teams to do multitask jobs or complete complex projects will determine the 
course of your career as much as any other factor. It will enable you to multiply yourself times the talents 
and efforts of others, and accomplish vastly more than you ever could on your own.
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Fortunately, project management is a learnable skill, like riding a bicycle. It can be divided into a series 
of steps, each of which you can master, one at a time.

Start With the End in Mind

,Q�PDQDJLQJ�DQ\�SURMHFW��\RX�EHJLQ�E\�GH¿QLQJ�WKH�ideal desired result of the project. What exactly are 
you trying to accomplish? What will the project look like if it is a complete success?

6WDUW�E\�GH¿QLQJ� WKH�VXFFHVVIXO�FRPSOHWLRQ�RI� WKH�SURMHFW�� WKH� LGHDO�GHVLUHG� UHVXOW��:ULWH� LW�GRZQ�DQG�
clarify it on paper. Then, work backward to the beginning of the project. Do this exercise in conjunction 
with the team members involved whenever possible.

How will you be able to tell if you have completed this project successfully? This step, of thinking through 
DQG�GH¿QLQJ�\RXU�LGHDO�HQG�UHVXOW��LV�RQH�RI�WKH�PRVW�YDOXDEOH�RI�DOO�PHQWDO�DQG�SK\VLFDO�SODQQLQJ�WRROV�
for any project.

Start at the Beginning

Once you are clear about your desired result, you then start from the beginning. Determine what you 
are going to have to do to get from where you are to the completion of this project, on schedule and on 
EXGJHW��'HWHUPLQH�D�VSHFL¿F�GHDGOLQH�RU�WDUJHW�WR�DLP�DW��0DNH�VXUH�WKDW�LW�LV�UHDOLVWLF�DQG�DFKLHYDEOH�

Assemble the Team

Bring together all the people whose contributions will be necessary for the success of the project. 
Sometimes you need to assemble the team before you can even decide upon the ideal result and the 
schedule. Remember that people are everything. Take ample time to think carefully about the people 
ZKR�DUH�JRLQJ�WR�EH�WKH�WHDP�PHPEHUV��)XOO\����SHUFHQW�RI�VXFFHVV�LQ�HYHU\WKLQJ�WKDW�\RX�DFFRPSOLVK�
as a leader will be determined by your ability to select the people who are going to help you to do the 
ZRUN��,I�\RX�PDNH�WKH�PLVWDNH�RI�VHOHFWLQJ�SRRU�WHDP�PHPEHUV��\RX�ZLOO�DOPRVW�LQYDULDEO\�¿QG�LW�PRUH�
GLI¿FXOW�WR�DFKLHYH�WKH�JRDOV�WKDW�\RX�KDYH�VHW�IRU�\RXUVHOI�

-LP�&ROOLQV��LQ�KLV�EHVW�VHOOLQJ�ERRN�Good to Great, says: “The key to success is to get the right people 
on the bus, and get the wrong people off the bus. Then, put the right people in the right seats on the 
bus.”

Focus on the people before the task. Remember that because all productivity comes from people, the 
people are the most important ingredient.

Share the Ownership

Instill ownership of the project in the team members by sharing the job with them. There is a direct 
relationship between how much a person feels a sense of ownership for the job and how committed he 
is to making the project a success. One of the key jobs of leadership is to instill this feeling of ownership 
in each member of the team, so that each person feels personally responsible for the accomplishment of 



 3  •  Chapter 1: Managing Multitask Jobs

the overall project. You accomplish this by discussing every detail of the project with the people who are 
expected to carry it out.

Develop a Shared Vision

A shared vision is an ideal future picture of success that everyone buys into. How do you develop a 
shared vision? You sit down with the members of your team and work with them to answer the question, 
“What are we trying to accomplish?” You encourage everyone to contribute, to visualize, and to imagine 
the ideal outcome or desired result of the project. Once this vision is clear and shared by everybody, you 
move on to the development of “shared plans” to achieve the vision.

Create Shared Plans

Shared plans are essential to successful project completion. This step requires that everyone on the 
WHDP�ZRUN�WRJHWKHU�WR�GLVFXVV�DQG�GHYHORS�WKH�SODQV��3ODQV�LQFOXGH�WKH�VWHS�E\�VWHS�DFWLYLWLHV�WKDW�ZLOO�
be necessary to complete the project. Everyone knows what has to be done, and even more important, 
everyone knows what each team member is supposed to do. The more time you spend planning with the 
members of your team in the early stages, the more committed and creative they will be in accomplishing 
the task once you get started.

Set Schedules and Deadlines

Once you have a shared vision and shared plans, and everyone knows exactly what is to be done 
and what the ideal result will look like, the next step is for you to set a deadline for project completion 
EDVHG�RQ� WKH�FRQVHQVXV�RI�\RXU� WHDP��<RX�PD\� UHTXLUH�VXE�GHDGOLQHV�DV�ZHOO��$FKLHYLQJ�FRQVHQVXV�
LV�H[WUHPHO\� LPSRUWDQW� LQ�EXLOGLQJ�D�SHDN�SHUIRUPLQJ�WHDP��$VN�SHRSOH�KRZ�ORQJ�WKH\�WKLQN� LW�ZLOO� WDNH�
to complete each part of the task and to complete the task overall. As the result of discussion and 
exchange, everyone should agree that the project can and will be completed by a certain time. One 
of the biggest mistakes in project management occurs when the project leader sets a date or deadline 
that is arbitrary and with which the team members do not agree. In each case where this happens, 
problems arise and the deadline is not met. If the deadline is met, the result is often so full of mistakes 
and problems that it would have been much better to have agreed on a reasonable deadline before you 
began. Set your deadlines based on the consensus of your team, or even a majority decision, if that 
works for you. Get everyone to agree on the timing and scheduling for each job or task that they will be 
expected to contribute to the overall project.

/LVW�(YHU\WKLQJ�7KDW�0XVW�%H�'RQH

List every task, function, and activity that must be completed, right down to the smallest job. The more 
that you can break the project down into individual jobs and tasks, the easier it is for you to plan, organize, 
VXSHUYLVH��GHOHJDWH��FRRUGLQDWH��DQG�JHW�WKH�SURMHFW�¿QLVKHG�RQ�WLPH�

,GHQWLI\�WKH�,QIRUPDWLRQ�<RX�:LOO�5HTXLUH

Identify any additional information that you will need to complete the project. List the acquisition of the 
LQIRUPDWLRQ�DV�D�VHSDUDWH�WDVN��$VVLJQ�LW�RU�GHOHJDWH�LW�VSHFL¿FDOO\�WR�RQH�RI�WKH�WHDP�PHPEHUV��6HW�D�


