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Foreword by Darnell Lattal

If you are like me, you may already know it’s about time that you manage time differently. Opening this book,
you may retain some faint hope that the words on these pages will change long-standing patterns of behavior
that lead you mostly to feel you can never truly get the proper use of time under control. Perhaps you are an
excellent time manager, reading all the books you can for that extra tip or two to becoming a Grand Master—
very few wasted moments for you. Whatever prior experience brings you to this book and its clever title, you
are about to take an insightful, funny, practical and inspiring journey that has the potential to change forever
the way you look at time.

Three things make this book unique, a standout from other time management books:

* The authors share their engaging and honest perspectives, and the book is full of fun, personal ex-
amples and exercises so you can actually change your behavior.

* Instead of just wishing you the best of luck, the authors provide solid principles to build new pat-
terns of behaving by applying the science that underlies behavior change. While the topic is said to
be about time, don’t be fooled. It is about living life well.

*  This book helps you find purpose in managing time in order to live a values-driven life.

Getting to know the authors is not something that happens with every book you read. In this book you know
who is writing each segment. You see the writers reflected in the pages they author, clearly identified by name,
a unique aspect of the book.

Allison King is a woman who cares about her world. She is beautifully organized and cares about how she in-
teracts with others, even while working to achieve personal goals along the way. Watching her, you know after
a very short time that she wants to leave people whole after she has been in their lives. With a strong belief
in the capability of everyone to change, she writes about the science of behavior with great skill. She makes
it easy for you to master principles of self-change that can then apply to every aspect of your life. Allison is
driven by accomplishing her goals and yet she does so in a way that leaves you believing she has all the time in
the world—just for you. That is a gift. As you read this book, look for that in her turns of phrase as she writes
about her journey through time, knowing with unblinking realism that this commodity we are seeking to mas-
ter is not ours forever. She states, early on in the book, “Remind yourself every day that your time is finite. Do
something that helps you really feel that fact.”

Shauna Costello is a direct, clear, and open person who invites you in to see her as she is. She is a feisty time
manager. So much of what she writes about is her determination to surround herself and those who depend on
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her with all the tools she can to keep moving forward while living life as she knows best for her. She emphasiz-
es our uniqueness, that we are not the same and therefore how we manage the conditions that surround us will
be different. She celebrates diversity. She says, early on, “Don’t do it like me; do it like you! . . . whatever life
will throw at you.” There is no cookie-cutter approach from this wonderful human being. She goes at people
and processes without judgment. She understands broadly how we get to where we are, and she respects our
right to do it our way. At the same time, Shauna believes in shaping—a person-centered approach to lessening
mistakes and getting to your end goals as soon as possible. You will find Shauna sharing her napping history
and her late-night striving. Her balance and choice making, owned without apology for how to manage herself,
is tempered by her desire not to burden others, such as working with an early riser on a project against her best
work times late at night—a sweet acknowledgment of how our choices do affect others.

Janis Allen was the instigator of this book and her stories bring it to roaring life. Janis insists that you don’t
dawdle. While telling you to get going she offers a wonderful hand to help you do just that. This book is fun
because of the stories as well as the direction offered. Janis is a storyteller without comparison—each of her
stories has a well-chosen purpose. For me, Janis’s central message is value yourself. I find that very difficult to
do at times, particularly her advice on saying no without guilt. Consider her advice: “I protect my time like a
mama bear protecting her cubs. That means full-time vigilance for intruders and a willingness to act.”

And so, to our authors: Personal and interesting narration, a science by which to change, and an anchor in
assessing what we do against how we affect this world along the way. I am reminded of Allison’s sage advice
as I enter each day to take care to consider this scarce resource called time. I thought of Shauna’s clarion call
to be true to my values that guide whatever immediate and longer terms goals I set. What difference does it
make if I accomplish great tasks involving good time management if I do not consider their effects? I hear Ja-
nis telling me don’t sit idle and lose opportunity to make a difference in this life. I do no justice to anyone by
letting time run mindlessly away:.

To the reader’s benefit, these three authors are clear-eyed thinkers grounded in the science of behavior, giving
us all a chance to address the tips and strategies they offer against a plan for self-improvement. Look for the
pink folder as you read this book. Consider the sage advice and how the owner of that folder’s story is a clear
demonstration of managing time to reflect a life of accomplishment and caring, a life of purpose that gives joy.
See if this book can help you increase the kind of impact on your world that you want to have, bringing you
a feeling of satisfaction that today, and every day, you used time for good cause. What’s in your pink folder?

— Darnell Lattal, PhD
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Preface: This Book Is Not for the Faint of Heart

The title of this book, “Manage Your Time Like It’s All You’ve Got” was inspired by a YouTube lecture, “The Last
Lecture” by Carnegie Mellon Professor Randy Pausch*. Professor Pausch had been diagnosed with a terminal
illness. His talk was filled with useful time management techniques. His striking message centered around the
premise, “Our time is finite.”

Your time is filled by behaviors—yours and other people’s. But is your time filled with productive behaviors? Or
is it largely filled with other people’s priorities and your own procrastinations or less-than-productive habits?

To a great extent (much greater than you may think), you can control your time if you accept these two prin-
ciples:

1. You can largely determine and limit the time you spend on specific tasks.

2. You can influence how much other people’s behaviors use (and perhaps waste) your time.
Applied Behavior Analysis demonstrates that

e we can control our own behaviors; with our behaviors,
e we can often influence the behaviors of others.

If you accept our challenge, “manage your time like it’s all you’ve got,” you may feel a sense of urgency to exert
more control over how your time is spent. For the portion that seems to be out of control (or controlled by
other people) assertive tough love is required.

“Faint of heart” refers to our reluctance to do any behavior that might appear rude to another person. For
instance, use extinction (for example, removing our attention—which is our time—from talk that’s not pro-
ductive); talk such as the following:
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*  whining

* blaming

* talk that delays action

* repeating the same stories or excuses
e off-task information

Change the subject to a more productive topic (use an antecedent to prompt and reinforce an alternative
behavior) without listening as long as the other person keeps talking. This can be difficult because it requires
interrupting the talker, which we’ve all been taught not to do.

These two actions, 1 and 2 above, are valuable time management behaviors that we can control, because they
are our behaviors. We cannot control others’ behaviors, but our actions can influence them.

A humorous example of these behaviors is found in the 2011-2020 British comedy (Amazon/Acorn) TV series
“Doc Martin.” The physician finds himself in Portwenn, Cornwall, a small, laid-back fishing village. Portwenn’s
residents live slow-moving lives, socialize above all else, serve tea, chat, and behave in the complete opposite
mode of Doc Martin’s efficient workstyle.

When patients shuffle into his office recounting details about their lives and personal problems, Doc Martin
interrupts with, “Why are you here?” or “What are your symptoms?” Though startled by this abrupt change of
subject (and dramatically contrasting with the former village doctor), they quickly answer his pointed ques-
tion, describing where it hurts. In other words, they hardly notice that he’s “rudely” interrupting and put their
full focus on answering his questions. After all, the doctor’s attention and focus is still 100% on them; just on
a different part of their lives.

In a few minutes, when they inevitably wander into irrelevant talk, he brings them back with, “How long have
you felt this?” or “Are you still taking your medicine?”

When the doctor is finished and has given instructions, ordered a test, or written a prescription, he simply
stands up, opens his office door, peers into the waiting room, and loudly announces, “Next!” The slightly be-
wildered patient, sometimes still sitting in the chair hoping to be offered a cup of tea, ambles out of his office.

Though this doctor’s behavior is a shock to the system of the chatty townspeople, they eventually notice that
he is helping more people feel better, saving more lives (concussions from falling on the rocky coast), detecting
causes of diseases (something’s in the water) and making the little town healthier. This doesn’t mean they don’t
still try to get him off course, but Doc Martin is not “faint of heart” about getting his job done and ruthlessly
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using his time to help more people.

Later in the series when the powers-that-be try to replace Doc Martin with a different doctor who has a better
bedside manner, the citizens organize, sign a petition, and try to persuade the decision-makers to keep Doc
Martin in Portwenn. Even as his replacement begins and Martin is still packing up his belongings, some resi-
dents sneak to his door and ask for his help.

Doc Martin provides an extreme but clear example of excellent time management. You may not choose behav-
iors this extreme. If listening is an important part of your job and the best way to serve your customers/clients,
you can still discriminate between talk that is pertinent and useful for achieving their goals versus irrelevant
information that doesn’t contribute to the improvement process. No need to spend 10 minutes on world events
or spouses who won'’t take out the garbage. Ask a question that redirects the conversation or behaviors to the
task at hand . . . and listen! (That’s reinforcement.)

This book references concepts from the field of behavior analysis. Because comprehensive teachings of these
concepts are beyond the scope of this book, the authors have tried to describe them and their applications in
a format that is easily digestible to readers not formally trained in behavior analysis. Readers with knowledge
in this field may notice some terms used more “loosely” than when used with a technical audience (for exam-
ple, the terms reinforcer, reinforcement, and positive reinforcement are used interchangeably when referring to
something that strengthens, or is intended to strengthen, an individual’s behavior).

We believe you will find practical tools in this book for using your own antecedents, behaviors, and conse-
quences. If one of these tools seem to you like a drastic change, no need to commit to using it forever; just try
it as a test. If it works for you, you have a new tool. When these tools work, you’ll be minimizing time-wasting
behaviors and maximizing behaviors that use your time like it’s all you've got. It is.

*The transcript of the video, “The Last Lecture” can be found at http://www.cs.virginia.edu/~robins/Randy/
TMenglishTranscript.pdf

The video link is https://www.youtube.com/watch?v=0TugjssqOTO

This book is full of stories and examples of how to apply the behavioral tools on which this time management
book is based.

When we tell stories that involve each of us, your three authors write in the first person. So you’ll know which
author is “speaking,” we preface these stories as shown:
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Allison writes: Shauna writes: anis writes:

To introduce ourselves to you, we offer these brief watchwords that follows as an example of our three styles
you'll enjoy, we hope, throughout the book.

Alison King writes:
“Remind yourself every day that your time is finite. Do something that helps you really feel
that fact. The value of time management and how to do it will become much clearer to you.”

Shauna Costello writes:

“Don’t do it like me; do it like you! Our time, energy, goals, and values are not the same. Find
what works best for you and constantly be ready to tweak and update your process for whatey-
er life will throw at you.”

“I protect my time like a mama bear protecting her cubs. That means full-time vigilance for
intruders and a willingness to act.”

What's your time management watchword?

'

(We’ll ask you again at the end of this book. Please be prepared to state it in the “first person.”) <
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Introduction

Manage Your Time Like it's All You've Got: How to Get Started

“DRIVE THY BUSINESS OR IT WILL DRIVE THEE.”
—BENJAMIN FRANKLIN

In this book you’ll find dozens of concrete tools you can use immediately to gain more control of your time,
achieving more of what YOU want. Rather than
feeling like you're reacting to others’ priorities,
you'll feel more in control.

Because the material here is behavior-based,
you’ll be able to observe changes and improve-
ments right away as a result of changes in your
own behaviors.

You'll be able to choose your behaviors according

to the priorities you set for yourself. This means FOCUS

a. rejecting or avoiding behaviors
which don’t support those priorities,
even though the pressure to use
your time doing activities that don’t
support your goals may be strong (see the “hook” that follows). You can control the amount of
time you give away to other people’s requests or interruptions.

Image courtesy of Michael McCarthy: used by permission

b. scheduling time for behaviors which do support your priorities, and firmly sticking to your
schedule.

c. arranging positive reinforcement for yourself to strengthen and increase behaviors a and b.
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Deliver consequences appropriately to others’ be-
haviors when they use your time well or waste
your time—with emphasis on

* setting specific expectations for actions,
responsibilities, and deadlines; and

e providing reinforcement for all behaviors
you want to strengthen.

We encourage you to use the scientific method as
you make changes: perform a test, also known as
an intervention, in your own behavior. Measure
the frequency of the resulting behaviors as de-
fined by productive use of your time. YOU get to
define productive, based on your own priorities.

Post-intervention:

Are you spending more time on your priorities?

Is this helping you to perform better in serving
your customers?

If your answers are yes to these questions, your
test results show you that your intervention is
working, and your new behavior is a candidate for
permanent adoption!

If your answers are no, test a different behavior
and measure the frequency of your productivity.
Based on these experiments, we think you’ll find
some keepers for a more in-control life!

Image courtesy of Michael McCarthy: used by permission

Image courtesy of Michael McCarthy: used by permission
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Chapter One
Your Values and Goals

The Question

Allison writes:
I was recently watching a rerun of an old show. The main character was applying to colleges and was fretting

over one of the essays she had to write. The instructions were to write an essay that answered the question,
“What is the most important thing in your life?”

The show never revealed how she answered it. I was bummed; I wanted to know!

To satisfy my curiosity on this topic, I allowed myself to take a little trip down a rabbit hole. (“Rabbit Holes”
are not always bad! More on that later.) I couldn’t help wonder how I would answer that question. And then
a memory popped in my head.

I was in my childhood bedroom, 17 years old, sitting at my computer desk that faced the window. It must have
been between 6 and 7 a.m. There was nothing very special about this morning, but it stands out to me because
I had recognized that I had been feeling very happy lately. And I hadn’t felt happy for a long time. I remember
thinking, “Why am I feeling happier lately? What’s different now than before?”

It didn’t take long for me to realize what it was.

I had recently taken the time to think about what was important to me, what I wanted for my life, and who
I wanted to be. I realized that before this, I had never seriously thought about it. And during this exercise, it
occurred to me that I had been going with the flow for so long, not thinking about whether my choices and
actions were leading me to the future I envisioned for myself, or whether they were aligned with the person I
wanted to be for myself and for the people I cared about.

I know; I was only 17. What did I know? But this exercise changed my life from that moment on. It prompted
me to set goals that were meaningful to me. And these were simple things! I remember some goals were sim-
ply small challenges for myself to improve certain skills. For example, I signed up for a speech class (which
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terrified me) and practiced public speaking more often. (I always wanted to get better at public speaking, but
avoided it, which made me feel bad.)

I also set a goal that would help me be more aligned with who I wanted to be. I had been spending most of my
time with friends and missing out on family events. I made a goal to plan more time with my siblings. I also
made a goal to schedule more time for activities that I found fun (rather than always doing whatever friends
were doing).

These goals gave me that feeling of “looking forward” to something. They gave me an opportunity to notice
progress toward something I desired. They gave me a sense of excitement—a sense that I was on a journey. It
may have been a small one, but it was meaningful to me. The goals also made me feel proud of myself more
often, as I had something concrete to self-evaluate my actions against. I believe this was responsible for my
increased happiness.

I realize now how I would answer the question, “What is most important to you?”

The most important thing to me is the very act of answering that question! The act of answering, “What is most
important to you?” and doing so regularly is a catalyst to setting meaningful goals, having something to look
forward to, and taking purposeful action toward it.

It turns out that the act of answering this question is helpful to many others, too. In fact, this is at the heart of
Acceptance and Commitment Therapy (ACT) coined by psychologist Steven Hayes. ACT is an effective, empir-
ically based therapy that uses acceptance and mindfulness strategies, together with commitment and behav-
ior-change strategies, to increase psychological flexibility (Association for Contextual Behavior Science, n.d.).

ACT is all about helping others live a rich and meaningful life through committed actions, which are guided
by and motivated by values.

Values

Goals provide a sense of direction and give us things to “look forward” to. But people can set goals and still
feel miserable working toward them. They might find themselves constantly abandoning their goals. Or even
worse, they might finally achieve their goals but feel nothing . . . maybe a fleeting sense of accomplishment,
but a missing sense of purpose.

In his book The Happiness Trap, Russ Harris defines values as “. . . our heart’s deepest desires: how we want to
be, what we want to stand for, and how we want to relate to the world around us. Leading principles that can
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I Saw What You Did & I Know Who You Are:

Bloopers, Blunders, & Successes in Giving and Receiving Recognition
(with Gail Snyder)

You Made My Day: Creating Co-Worker Recognition & Relationships
(with Michael McCarthy)

Team Up
How to Engage, Involve and Motivate Employees:
Building a Culture of Lean Leadership and Two-Way Communication
(with Michael McCarthy)

Ready? Set? Engage!
Field Guide for Employees to Create Their Own Culture of Participation

and Implement Innovative Ideas
(with Michael McCarthy)
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(with Michael McCarthy)
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A ABA Technologies’
wr— IMPROVING LIVES THROUGH THE SCIENCE OF BEHAVIOR
Founded in 1997 by Jose A. Martinez-Diaz Ph.D. BCBA-D (1950-2020).
Women-owned and operated. ABA Technologies, Inc., specializes in delivering
customized instructional design and evidence-based learning solutions to
industries of all types. Our approach is rooted in more than 75 years of research in
the science of behavior while our momentum is always moving towards the latest in
instructional design innovation. We have been established in the learning space for
two decades and have developed robust R&D and delivery capabilities, allowing us
to scale and customize solutions to meet our customers’ individual needs.
Our technical capabilities include highly secure online data management and
storage, stable website software applications, and web hosting capabilities that offer

our customers a seamless and effective learning experience.

abatechnologies.com

ABA . . . ABA
Technologies, Inc. @abatechnologies @abatechnologies @aba_technologies Technologies, Inc.
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