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• Accomplish more in less 
time

● Accomplish what is 
i t ttime

• Do things right
• External driver

important
● Do the right things
● Internal driver

• Mange our life
• Commitments, schedules, 

goals activities

● Internal driver
● Leading our life
Vision, mission, goals, activities
principles, values, 
direction

انجز ما هو أهم• انجز أكثر في وقت أقل•
التي(نفذ الأعمال الصحيحة•

)تحتاج لتنفيذ
نفذ الأعمال بطريقة صحيحة•
خارجي• )دافع

دافع داخلي•
حياتنا• تقود

دافع خارجي
تدير حياتنا•
ا• اطا تقود حياتناا

الرؤية، المهمة،المبادئ، الاتجاه•
ارتباطات، مواعيد،  •

جداول،أهداف، أنشطة
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Th Th G i fTh Th G i fThe Three Generations of The Three Generations of 
Time ManagementTime ManagementTime ManagementTime Management

Third

Generation

Second
Generation

First 
G ti

Generation

Generation



11 First GenerationFirst Generation11. First Generation. First Generation

• Based on REMINDERSREMINDERS..

• Keeps track on the TO DOTO DO things• Keeps track on the TO DOTO DO things.

• Characterized by simple NOTENOTE & CHECKLIST.CHECKLIST.

22 Second GenerationSecond Generation22. Second Generation. Second Generation

• Based on PLANNINGPLANNING and PREPARATIONPREPARATION..

•• DEADLINESDEADLINES and appointments are set.

• Characterized by CALENDERSCALENDERS and 

APPOINTMENT BOOKSAPPOINTMENT BOOKS



33 Third GenerationThird Generation33. Third Generation. Third Generation

• Based on PLANNING & & PRIORITIZINGPRIORITIZING..

• Spend time clarifying VALUESVALUES &&
PRIORITIESPRIORITIESPRIORITIESPRIORITIES

• Characterized by ORGANIZERS,ORGANIZERS, with 
detailed forms of daily planning.detailed forms of daily planning.
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EXCERCISEEXCERCISE
•What is the one activity you

EXCERCISEEXCERCISE
•What is the one activity you

know if you did well and y
consistently would have 
i ifi t lt isignificant results in your

personal life ?personal life ?

EXCERCISEEXCERCISEEXCERCISEEXCERCISE

• What is the one activity you know if 
you did well and consistently wouldyou did well and consistently would 
have significant results in your

f i l k lif ?professional or work life ?
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عاجلعاجل ر غ غير عاجلعاجل
٢

الاعداد•
١

ات• الأز الاعداد•م
الوقاية•
وضوح المبادئ•
التخطيط•
العلاقات• بناء

الأزمات•
المشاكل الملحة•
مشاريع ، اجتماعات و محاضرات محددة •

بتواريخ

هم
م

٤

بناء العلاقات•
اعادة تكوين حقيقية•
تقوية•

٣٤
التوافه، امكان العمل الصاخب•
بعض مكالمات تليفونية•

٣
مقاطعات، مكالمات تليفونية•
بعض البريد و التقارير• ر م

غي

الأوقاتمضيعي •
”الهروب“نشطة أ•
لا علاقة له بالمشكلةالبريد •
اللازم• من أكثر التلفاز

بعض الاجتماعات•
بعض الأمور القريبة و الحالية•
العديد من الأنشطة المحبوبة• هم

م

التلفاز أكثر من اللازم





Where there is noWhere there is no 
GardenerGardener, 

There is no GardenThere is no GardenThere is no GardenThere is no Garden
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Th F N dTh F N dThe Four NeedsThe Four Needs

PhysicalPhysicalPhysicalPhysical
SocialSocial

SpiritualSpiritualM t lM t l SpiritualSpiritualMentalMental

PHYSICALPHYSICALPHYSICALPHYSICAL



SOCIALSOCIALSOCIALSOCIAL

MENTALMENTALMENTALMENTAL



SPIRTUALSPIRTUALSPIRTUALSPIRTUAL

BALANCEBALANCEBALANCEBALANCE

PhysicalPhysicalPhysicalPhysical
SocialSocial

SpiritualSpiritualM t lM t l SpiritualSpiritualMentalMental



l ll l llAs long as you live As long as you live learn learn 
h t lih t lihow to live.how to live.



SYNERGYSYNERGYSYNERGYSYNERGY

PhysicalPhysical

MentalMental SocialSocial

SpiritualSpiritual
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THE MAIN THREE IDEASTHE MAIN THREE IDEASTHE MAIN THREE IDEASTHE MAIN THREE IDEAS

•• THE FOUR NEEDSTHE FOUR NEEDS

•• THE TRUE NORTHTHE TRUE NORTH
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FOUR HUMAN ENDOWMENTSFOUR HUMAN ENDOWMENTSFOUR HUMAN ENDOWMENTSFOUR HUMAN ENDOWMENTS

––Self awarenessSelf awareness

––ConscienceConscienceConscienceConscience

––Independent willIndependent will

––Creative ImaginationCreative Imaginationgg



Quality Quality of life depends on of life depends on 
the space between the the space between the 

stimulus and the responsestimulus and the responsestimulus and the response .stimulus and the response .
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• The 4 Qs

• Understand the main 3 ideas• Understand the main 3 ideas.

• Plan into action.

• Remember….

REMEMBERREMEMBER

YOU ARE PLAYING ROLES YOU ARE PLAYING ROLES 
IN YOUR LIFEIN YOUR LIFE
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CC Wide Angle ViewWide Angle ViewCloseClose--up Viewup View

((The Daily Perspective)The Daily Perspective)

Wide Angle ViewWide Angle View

((Vision and Mission)Vision and Mission)
G A PG A P

(( y p )y p )

UrgencyUrgency
Felt NeedsFelt Needs

LongLong--Term ImportanceTerm Importance
Fundamental NeedsFundamental Needs

G A PG A P

Felt NeedsFelt Needs
Tasks and ActivitiesTasks and Activities

Next StepNext Step

DirectionDirection
Big PictureBig Picture



The Perspective of the weekThe Perspective of the weekThe Perspective of the weekThe Perspective of the week

Normal ViewNormal View

CloseClose--up Viewup View Wide Angle ViewWide Angle View
((The Weekly perspective)The Weekly perspective)

(The Daily Perspective)(The Daily Perspective)

UrgencyUrgency

(Vision and Mission)(Vision and Mission)

LongLong--Term ImportanceTerm Importance

Links:Links:
Urgency with longUrgency with long--term importanceterm importance
Felt Needs with Fundamental NeedsFelt Needs with Fundamental NeedsUrgencyUrgency

Felt NeedsFelt Needs
Tasks and ActivitiesTasks and Activities

Next StepNext Step

gg pp
Fundamental NeedsFundamental Needs

DirectionDirection
Big PictureBig Picture

Felt Needs with Fundamental NeedsFelt Needs with Fundamental Needs
Tasks and Activities with directionTasks and Activities with direction

Next Steps with big pictureNext Steps with big pictureNext StepNext Step Next Steps with big pictureNext Steps with big picture

The main thing is to keepThe main thing is to keepThe main thing is to keep The main thing is to keep 
the main thing the mainthe main thing the mainthe main thing the main the main thing the main 

thing.thing.t g.t g.



The Process of Putting First Things FirstThe Process of Putting First Things First

Step One:

g gg g

Connect with your Vision and 
MissionMission

The Process of Putting First Things FirstThe Process of Putting First Things First

Step TwoStep Two::

g gg g

Identify Your RolesIdentify Your Roles
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Step Three:Step Three:

g gg g

Select Quadrant II Select Quadrant II 
Goals in EachGoals in EachGoals in Each Goals in Each 
RoleRole Not UrgentNot Urgent

IIII
••PreparationPreparation
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••True reTrue re--creationcreation
••empowermentempowermentIm
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The Process of Putting First Things FirstThe Process of Putting First Things First

Step FourStep Four::
g gg g

Create a DecisionCreate a Decision--
Making FrameworkMaking FrameworkMaking Framework Making Framework 
for Weekfor Week



The Process of Putting First Things FirstThe Process of Putting First Things First

Step FiveStep Five::

g gg g

pp
Exercise Integrity Exercise Integrity 
i Th M ti Th M tin The Momentin The Moment

The Process of Putting First Things FirstThe Process of Putting First Things First

Step SixStep Six::

g gg g

pp
EvaluateEvaluate
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RESOURCESRESOURCESRESOURCESRESOURCES

Fi t Thi Fi t ( C )Fi t Thi Fi t ( C )•• First Things First.                 ( Covey )First Things First.                 ( Covey )

•• Seven Habits                       ( Covey )Seven Habits                       ( Covey )

الغزاليالغزاليحياتك                            الشيخ حياتك                            الشيخ جدد جدد ••

المسلم•• حياة فى المسلمالوقت حياة فى القرضاوىالوقت یوسف القرضاوىالشيخ یوسف الشيخ م      ي  ى  م     و  ي  ى  وى      و  ر وىيخ یو  ر يخ یو 

الذات                        الأستاذ أآرم رضا الذات                        الأستاذ أآرم رضا دارة دارة إإ••



دك ح و الله حانك دكس ح و الله حانك سبحانك اللهم وبحمدكسبحانك اللهم وبحمدكس
أشهد ألا إله إلا أنت  أشهد ألا إله إلا أنت  
ك إل أت ك تغف كا إل أت ك تغف استغفرك وأتوب إليكاستغفرك وأتوب إليكا


