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Calendars for Humans:
How to undo the all-day cram

Dominica DeGranadis Iﬁﬁ'A SKTOP
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AND YOU WANT ME TO ATTEND

HOW MANY MEETINGS ON
WEDNESDAY?!




1\ Paula Thrasher
o @paula_thrasher m
| love having 5 meetings scheduled at the
same time - over my lunch break - said no
one ever ...

8:50 AM - 14 Sep 2017

3 Likes Q 5 .

[

Tweet your reply

LiliTree @Lilitree - Nov 2

Replying to @paula_thrasher

This is my life, starting at 7 am.
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The 30 minute jam

@dominicad
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The triple booked wham
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The 30 minute jam
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10 meetings a day - perpetual stop and go -
exacerbates context switching
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The all day cram

\

Back-to-back 7am to 7pm meetings leave zero flexible time
= no room for unexpected important urgent work

» disappointed people

= cancelled meetings (how often cancelled?)

= How much time is wasted rescheduling meetings?

I=|.|_||——'II'AS KTOP



The triple booked wham
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If the no-show person disagrees w/ decision
made by the others, then rework occurs to
rehash out that decision.

@dominicad

A canceled meeting
creates rework — which
has a cost

440K
$30K Sy i
Delay
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How to undo the all-day cram

1. Maker calendar: Creative people (developers, designers, writers)
2. Manager calendar: Decision makers

3. Combo calendar: People who do both

@dominicad



Maker calendar
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Ultradium cycles: brain naturally gets lull in concentration every 90 — 120 min when awake b/c brain wave frequencies rise,
then sink.




Manager calendar
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Leadership is in a position to make everyone meet at their frequency.



Office hours

Paul Grah o
e @s:ug e @ v
The core of YC office hours is figure out (a)
what is the most important thing to do, (b)
how to do it, and (c) how to measure results.

3:05 AM - 20 Oct 2017

199 Retweets 790Likes (HDP C OO E o §

QO 10 T1 199 ¥ 70
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Do-not-disturb hours

\Will veturn at

Set a regular cadence to let people
know when you are available and
Available |- 2 om when you are not available.
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Mon v Wead TThuw Fri
Vale Sveav g |—— — 12
Toskkep ‘\!aining Lt Oawy Breakout
> l%! I ey ‘I
Eng Dat> Strean~ 18S s“;.‘;‘. Sand "
I Chan, scaaq | | Field &S repurkings
il Devops Wesk
DOES 1T call e e AW Hands
MorKeking
= DND \unch Busy
Pt Y ot - Agcense || Trovel
[ = Al Dets Swean~ b " o0
Pomodoro || Wagpy Meuw
Expenses time




Pomodoro’s

 Break down work into time-
boxed intervals separated by
short breaks.

« Set timer for 25 or 30 min
and work intensely to finish
task before timer rings.

« Pomodoro’s provide intense
focus time.
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“But that won’t work here.”
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~ Tasktop @Tasktop - Feb 22
_,“ .~ Which time thief is preventing you from getting work done?

#MakingWorkVisible
@dominicad

40% Too much work in progress
7% Unknown dependencies
31% Unplanned work

22% Conflicting priorities ()



TOO MUCH Work-in-Progress (WIP)

@dominicad

Too much WIP: When demand
exceeds capacity. Lots of partially
completed work.

WIP is leading indicator of CT.

Multitasking is an opportunity to screw
up more than 1 thing at a time.

o |
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CONFLICTING PRIORITIES
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How to get buy in to undo the all-day cram

$:15% [E-285% [E.33% (2209 |
Measure at least one metric " B B e
trend in 4 different areas. T | e | e |—
- How fast ) | e
 How productive | . ‘.
* How good e e :
- How predictable e

1o @2

Inspired by Troy Magennis & Larry Maccherone,
“Doing Team Metrics Right,”
@dominicad http://focusedobjective.com/team-metrics-right/



Balanced Flowchart Exercise

MATERIALS: — TS

Demand?
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Balanced Flow chart exercise — How Fast?

# of daug

@dominicad
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# of daug

@dominicad

Balanced Flow chart exercise — How productive?
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Balanced Flow chart exercise — How good”?

# of FD done items

# of total done items
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Balanced Flow chart exercise — How predictable?

3:15% [L-205% [:.33% [2.0% |CFR
& q See 17 "N Sept? 19 Sepn? 2S Sep 17
1S ¢
L | f ;‘ i
2 L = T—=— [ &« 1] “‘”"5\“’“"—
90t percentile filtered "
»| | on business requests |~ i
e ? ’ ’
g | L
i e .
L;g o | Q&'\‘"::’:CC"»‘"‘
] | A Unplanned
- { wo
T g e ° O] Ofut\:::m A
i o
@ @.

@dominicad

www.ddegrandis.com




(S0in
TOdoﬁ \TOP‘S

T rived date | 17
gy | B

SIS (e Txced

WP 8+2W | Done

j.@j[i

Tk B

unplanned 1)

@dominicad S KTOP



“The difference between
successful people and
very successful people
is that very successful

people say ‘no” o

almost everything.”
~Warren Buffett

https://www.goodreads.com/author/show/756.Warren Buffett
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Making Work Visible by Dominica DeGrandis
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Want to talk more about time thieves?

@dominicad



Balanced Email: dominica@SendYourSlides.com
Flowchart

Exercise Subject: flow
To receive:
« copy of this presentation deck
T Making - Videos of my talks
Work » 73 pg excerpt of Making Work Visible
\Ticihla * 45 min excerpt of Making Work Visible
Making sy 2 audiobook
Work "ok narwos - Balanced Flow Chart exercise
.Visib]e - Tasktop article on tool integration
fl

EXPOSING
TIME THEFT TO
OPTIMIZE
WORK & FLOW
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Plenst

Remember to
rate this session
Thank you/

Y follow us @gotochgo



