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From the President’s pen

By Leanne Host

Well, the happiness and craziness of Easter & April public holidays have come and gone!
We are already way into the 2" quarter of the year. And winter has arrived in SA with a
vengeance!

The POAA committee is very excited as the bookings for conference have started coming in
with many of our members taking advantage of our Early Bird Special. Conference is always
a special and exciting time to connect and reconnect with your fellow organising colleagues
and friends. POAA Indaba 2011 - 27" August 2011 isamust! Ifyouh aven’ t boo
pl ease put it on your “To Do” |I|ist.

Speaking about lists, read further and see our interesting articles and tidbits on this very
topic. It is my belief that lists make the world go around!!!! | know that my productivity is
entirely dependent on my lists of actions, tasks and priorities.

Keep warm, take care and stay organised!!!

Ready_- List- Get organised

-
List making, in whatever form, bringsclar i ty to your day. S
consistently dumping tasks and projects, thoughts and ideas out of your head onto a |
dedicated space (paper or electronic). As organisers this might seem elementary, but
the amount of clients who rely on their memory alone, is staggering. .
I f your <clients struggle to work wiI
a productivity tool, while offering solutions that suit their organisation style. A first
stab solution could include the following instruction: -

91 Divide a page into a main body column with two smaller columns on the right. Label I

the first column “task/action”, t he
time” or “ETT”.

1 Get them to jot down everything that needs to be doneunderth e “t as k/ ¢
column without considering order of priority at this stage.

Next to each point and under the “pr

9 A,B or C task (A being high priority and/or high return, B medium and C low)
9 Inthe ETT column get them to estimate how long each task will take. This is
important for scheduling. I

I Get them into the good habit of reserving the last 10 minutes of every day to
updating/completing their list in this format.

91 Encourage them to start each day focusing on A tasks while their energy levels are L]
high. Bhoudbd Gnsy be addressed onceI

Tracey Foulkes
www.getorganised.co.za
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If you haver@heardX X

Our main speaker for POAA Indaba 2011
is image stylist Aletté-Johanni Winckler.

She combines her passion for assisting,
leading and developing people with her
love for style.

Read more about Aletté-Johanni at
http://w ww.alette-

johanniwinckler.co.za/

For more on POAA Indaba visit
http://www.poaa.co.za/AnnualConferen
ce.asp
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