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Five Hours Seems A Lot, But… 
Can You just improve 45 minutes a day? 

 
•  Converting three 15 minutes chunks of 

wasted time each day into three small 
chunks of productivity time =  

ü  5.25 hours per week  
ü  21 hours per month 
ü  252 hours per year 

•  This translates into an extra 6+ weeks of 
productive time per year (6 X 40 = 240 hrs)   
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Personalized Seminar: Email 
Dave’s Top 10 

1.  Create filter such that any message with “unsubscribe” 
or non-English characters goes to Junk 

2.  Turn off notifications/program when you are “working” 
3.  Schedule times that you answer emails 
4.  2 minute rule: “get ‘er done!” 
5.  Create “Requires Further Attention” folder 
6.  Do NOT reply to all 
7.  Be concise and succinct 
8.  Call someone, do not write 
9.  Organize by threads and read the last installment 
10.  Read emails once then done 
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Suggestions from Attendees 

1.  Open the Junk Email Options dialog and go to the 
International tab. Block most of the encodings, but not ASCII 
or Western European, possibly not Latin 3 and 9 and any 
others that would be used by people from other countries 
that you correspond with 

2.  Specify set amount of time to deal with email 
3.  Create a “CC” folder for less important emails 
4.  Use instant messsaging instead 
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EMAIL!!! 

•  OPEN DISCUSSION 
•  5 additional good practices from the 

group 
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Epic Suggestions / Lab-Rad-Path 
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Suggestions from Clinicians 

1.  Copy forward button for f/u patients. Pulls in last 
note and if you use smart links updates:, date, 
vitals, meds, orders etc are updated  

2.  “Edit all button" allows you to assign a long list of 
lab tests to a single resulting location without 
having to go through each one 

3.  Personalized Note templates  
4.  Preference lists and macros  
5.  Type while talking to the patient 
6.  Sign my notes within 24 hours 
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Wall Street Journal Dec 2, 2014 
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1.  Too many meetings	
2.  Boss’s that dominate 

people’s time with 
meetings and emails	

3.  Too much email	
4.  Including unnecessary 

people in meetings	
5.  Fear of not responding	



Unnecessary Meetings 
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Personalized Seminar:  
Excessive Meetings 

1.  “Git ‘er done!”  
 Cut the time of the meeting from 60 to 30 minutes but do not let 
 discussion expand just to fill a time block 

2.  Keep meetings well-organized 
 Agendas, pre-meeting works, report out 

3.  Eliminate “informational meetings” 
 Distribute through email 

4.  Remain Mission-Centric 
 “I would like to take the time to attend the meeting but it will cut 
 into the time that I have allotted to write that RO1 grant that was 
 my main goal for this year”  

5.  Send representative 

11 



Between Silence and Violence there is 
the power of Authenticity 

•  "A 'No' uttered from 
deepest conviction 
is better and greater 
than a 'Yes' merely 
uttered to please, or 
what is worse, to 
avoid trouble"  
–  Gandhi was the preeminent 

political and spiritual leader 
of India during the 
movement for 
independence.  



Suggestions from Attendees 

1.  Schedule all conferences same day 
2.  Block “no meeting” days 
3.  Schedule at a time when you will be less productive anyway 
4.  Give assistant rules for meetings / control your own calendar 
5.  Use doodle poll to set up times / dates rather than endless 

stream of emails 
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Personalized Seminar: Who is 
responsible?  

Steven Covey Applied to Academic 
Medicine:  7 Habits Overview 
1.  Be proactive 
2.  Begin with the end in mind 
3.  Put first things first 
4.  Think win-win 
5.  Seek first to understand, then to be 

understood 
6.  Synergize 
7.  Sharpen the saw 
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HABIT 1:  Be proactive - APPLIED 

•  You are the Captain of your Ship: Kirk 
•  Take control of your career 
•  Make the appointments 
•  Be energetic: empower yourself 
•  Own your life 
 

– Between action and reaction is a moment 
of choice that is all yours 
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Circle of Influence versus Circle of 
Concern 

“I don’t 
control life,  

but I can 
control how I 
react to it.” 
Macklemore 



HABIT 2:  Begin with the end in mind 

•  Set the course for the next dimension, 
Mr. Spock 

•  What do you want to create, where do 
you want to go? 

•  Mission statement importance 
– Timeless 
– Universal 
– Domains: Live, love, learn, leave a legacy 

•  Establishes priorities! 
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Johns Hopkins Neuroradiology 
Mission Statement 

•  “To teach, develop, and provide the 
most accurate diagnostic tests and 
treatments in neuroradiology” 
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Star Trek Begins Each Episode 
with its Mission Statement 

•  "Space, the final frontier. These are the 
voyages of the Starship Enterprise, its five year 
mission to explore strange new worlds, to seek 
out new life, and new civilizations, to boldly go 
where no man has gone before." 
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“The indispensable first step to 
getting the things you want out of life 
is this: decide what you want.” 

Ben Stein 
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Exercise #1: Your Star Trek Mission 
10-15 minutes: Work with Co-Captain 

•  List 3 SMART goals you hope to 
achieve in 5 years 
– Specific, measurable, achievable, relevant, 

Timely 
– Pass the goals to your partner 

•  Create a general mission statement 
from the goals handed to you by your 
partner 
– Pass it back to your partner  
– Did you get it? 



After Today:  Developing & Using A 
Mission Statement 

•  Build on your desired values 
•  Think of yourself as a cause:  what is 

the mission that drives your motivation 
for the contributions you want to make 

•  Post it: Look at it: Revise it: Share it 
•  (Apply it:  Applying it is the key to time 

management) 
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•  Apply the energy to the 
Mission 
–  “Mr Sulu, give me  

 warp factor 6” 
•  Time management matrix 
•  Quadrant 2 thinking 
•  “Caught in the thick of thin things” 
•  Plan no less than weekly 
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Franklin Covey’s Time Management Matrix 
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Big Rocks Video: Covey Explains 
Time Management 

•  https://www.youtube.com/watch?
v=j6m9WnNdpSw 
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     Urgent     Not 
       Urgent 

 
    Quadrant 1    Quadrant 2 

    Quadrant 3    Quadrant 4 

Important 

 

 

Not 
Important 

Mission centric is Quadrant 2 
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Scheduling 

•  Block out Quadrant II time first 
•  Disadvantages of daily schedules 

–  “Caught in the thick of thin things” 
•  Schedule weekly / monthly 
•  Have a time line in front of your 

computer, on the wall 
– The graphic of the United Way thermometer 

•  Think “big” scheduling 
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Open Discussion: Scheduling 
Programs and To Do Lists 

•  Covey philosophy 
•  My philosophy 
•  Lists 

– Weekly 
– Monthly 
– NOT DAILY 

31 



32 



33 



Improving Time on Task:  Be in the Zone 
34 

DRONE ZONE 

Challenge 

Resources/Support 



Personalized Seminar: Blocks of time 
Dave’s Top 5 

1.  Keep it open 
2.  Fun tasks prioritized for short blocks 
3.  Practice (writing) every day 
4.  Keep a list of 10-15 minute tasks 
5.  Case reviews, journals, CME videos, 

Mandatory modules, PPT, Calls 
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Suggestions 
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GET IN THE ZONE!!! 

– TURN OFF NOTIFICATION DINGS 
•  Schedule email time away from “flow” time 

– Hand pager / phone to someone who can 
interrupt you as needed 

– Find the right location where you work best 
– Find the right time of day for maximal 

productivity 
– Set a goal, reach it, then move on (with 

reward) 
– Return to it, easily (next survey question) 
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Suggestions from Attendees 

1.  Edit manuscripts, review articles 
2.  Reference manager imports organize 
3.  Check email 
4.  Student stuff (always leave open PPT) 
5.  Mock out tables or figures 
6.  Organize calendar 
7.  Socialize, meditate, exercise 
8.  Words with friends 
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How to Write A Lot 



OFD Helpful Peer Groups 

•  WAGS 
•  Pre-K Investigator Groups (Pre-KIGs) 

–  Bi-weekly meetings for investigators who are writing/planning to write a 
K-application 

–  Start date: Monday, October 20th (every two weeks after); 8:00- 9:00 
AM, 2024 East Monument (Suite 1-500A) 

•  Clinical Research Investigator Groups (CRIGs) 
–  Monthly meetings for K-awardees conducting clinical research 
–  First Monday of every month from 2:30-3:30 PM in the PM&R 

Conference Room, Bloomberg Children's Center 

•  Basic Research Investigator Groups (BRIGs) 
–  Meetings every 3 weeks for K-awardees conducting basic research 
–  Starts Wednesday, November 5th (every three weeks after); 12:00 

-1:00 PM in Meyer 2-147 
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Multi-tasking: Octopus Principle 

•  Be planful in preparation/ scheduling 
•  Vary the type of attention required 

– Physical/social/intellectual/spiritua/mindless 
•  Shifting between tasks quickly 

– Fast serial tasking 
•  LOW PRIORITY ACTIVITIES! 
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My “Multi-tasks” 

•  Exercise on treadmill while I watch my CME, listen to 
books, ipod newscasts from ASNR 

•  Change to recumbent bike for journals 
•  Drive the car as I dictate my first drafts of manuscripts 
•  Answer emails as cases load on UV. I create MPRs 
•  Call Mom/ Colleagues while I walk the dog / drive / 

airport 
•  Grade multiple choice papers while I CNN the news 
•  Every QA task is a “publishable unit” 
•  Every meeting is a social science experiment 
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Academic Two-Fers 

•  On a work-related trip, arrange a talk 
•  At a meeting, arrange a local university board review 
•  Visiting an institution for collaboration, arrange a 

journal club 
•  Interviewing, give a lecture 
•  Writing a paper, prepare powerpoint 
•  Writing a grant, create manuscript, ? review article 
•  On line, create a web site, academic facebook page** 

–  ** Hopkins approved 

•  Turn medicolegal work into a QA lecture on misses 
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Accelerate your Academic Progress 



Academic Twofer 
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Academic Twofer 
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Academic Twofer 
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Academic Twofer 
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My “Multi-tasks” 

•  Hire my children to help me in the office 
–  Family time and helpful time 

•  Airplane rides as safe haven to get work done 
– Do NOT buy WIFI!! 

•  Bike to work 
•  Lunch / dinner meetings 
•  Emails while on hold 
•  Text and walk 
•  Fold laundry while on speaker phone 
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Role of Delegation in Time 
Management 

1.  Finding who would be in a flow state 
with the task – up, down, across 

2.  Ask: is this something you can help me 
with?…what would you do? 

1.  Trainees want opportunities to help 
3.  Assure needed information, authority, 

resources to execute 
4.  Form a partnership:  check in date 
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Waste Elimination 

• Do not drive in traffic 
• Buy your own exercise 
equipment 

• Do not come to work on 
academic time: JIM! 

• Move your office “away” 
• Students, residents, fellows, 
admin 

• Automatic payments 
• Hybrid cars: No gas time 
• Pea Pod does grocery shopping 
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Stop Sweating the Small Stuff 

• Know when to bring your A 
game …..and your B (or even 
C) game… 

•  “I am careful not to confuse excellence 
with perfection. Excellence, I can 
reach for; perfection is God's 
business.” Michael J Fox 



Suggestions from Attendees 

1.  Hire people to do tasks (statisticians, home chores) 
2.  Outsource 
3.  Use Food Services or cook in bulk 

1.  Blue apron provides ingredients and recipes 
2.  Passamonte provides frozen foods 

4.  Virtual assistant from remote to do tasks 
5.  English language writers 

1.  Research, formatting, references 
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Requests 
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Exercise #5:  Final Minutes 

1.  Audience Advice:  What other advice 
do you have to share about how to: 

•  Use time better 
•  Stay focused on priorities 
•  Manage a busy calendar 
•  Maintain work/life balance 
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“Live Long And Prosper” 

It’s a Marathon! 
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You Can……… 
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