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ABSTRACT

- This paper outlines the potential contributions and
limitations of applying the life-span perspective of developmental
psychoclogy to childhocd education. The long-range consequences of
comrective, preventive, or optimizing endeavors are pointed out.
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well as to the construction of intervention programs ate Jiscussed.
Limitations concerning the applicability of available research data
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theories that permi* short-term estimation of long term effec*s.
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1. PROBI_BVI ’I‘ne Pre51dent, yecognizing the pxress of time on- l'u.m, and the need

to make, better use of his personal tire on the jcb, personal:ly assessed the use of
his time. He asked all admlmstrators and non-teaching professionals to do,the same
~and respond to a simple questlonnalre by answering two questions. . i pri 01:!11"‘36

order, lJJst the three activities, problens dr'ers1qns etc. that dl\zert your tlme ’
from your ]Ob during the work day; and, in prlorlty ogdef’ what' three best gestions
could be made to make better use of each pexson's. time.- Total” anonymity wagh da#

sired in that the questlonnalres were sent out t@ éddressees vutlfi smgle p‘r ﬁécﬁresseo
sheets back to the Central Of'flce. ,

3 . . -‘V&
2. DISCLSSION Flfty ive questlomnalre were sent out; 28 replles weré "réturned,
prov1d3.ng a 50.1% response to the Presldel}ta s request. -
" g.« 3 ’ { ‘
3. Followmg are responses to the questlons concerm_ng actlv1t1es, problems, dJ.'"
versions, etc. that interfere with a day's'work: .
o

«

kN
-

a. 75% of the respondents 1dent1f1ed unscheduled visits from facultv members,
other administrators and other social visits. Many of thése are caused by the lo-
cation of the respondent; where he or she is located close to traffic and they appear .
to attract diversions. Lack of privacy was cited in relation to problem. ESeveral N
caments were made that many of these distractions were of a busihess nature, but they
did interrupt the day to day work. One respondent .said that he neecded better self-
discipline to handle this problem and still not be abrupt with - v1s1tors. '"h),s‘
general area was the nost’ mentioned, first priority problem ; Ce ‘ .

- .
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b. 39% of the respondenits cited short notice spec1a1 studn.es reports unschcduled
activities and an overall excess of paper work that did not appear to be too important.
Again, most ,of the resoondents in this category llsted these problems as tirst priority.

c. 25% of the respondents mentioned meetings - too many meetmgs rf\eetmqs that -
lasted too long, were rot as meaningful as they might be, 'Problems associated with
reetings were listed more as a second priority than fJ_rst or third, Several respondents

said that meetings were essential, BUT........ .o :
.. ) .

. N

d. 18% said that paperwork associated with personnel work, and performing
.clerical work that might be dome better and much cheaper by secretaries or student
personnel workers diverted najor ‘preportions of thelr time.

. el e, ”Ano'cher 18% referred to a breakdown of cormmnlcatlons, bdth as ‘to pollc1es
-and day to day ass1gnments. . :
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f. 11% said that.either their job descriptions were not clear or that the
administrative unit caused them concern and in some instances dost”them time in
trying to find out who had authorlty to get given ]ObS done T -
g. Other items identified were: Political activity, collectl,ng delmquent
dues from vocatiohal students, participating in community activities* (such as church,
civic clubs, etc.), supervising students both on and off carpus, failure to others
to perform their assigned duties, letant parking, famly and personal matters,
maintenance and janitorial meff:.c:.enc;, inaccuracy in the ‘catalog, attitude of
employees and working with outside agencies who rent college facilities. And one
respondent replled that filling out silly. questlonnalres took his time away from
his day to day job. v .

4. _.Following are suggestions made to enable non- teachmg profess1onals to get
thelr jobs dohe more effect_lvely ‘

’

.t

a. 61% c1ted a need to plan their work develOp list of jobs and put them in
priority order; and then get them done in that order. Daily and weekly evaluation of
planning for work and actual work accomplished was recommended. o

. b. 21% cited needs for more personnél, especially secretarial and clerical bt
assistance to allow them more time to perférm professional tasks assigned. Assis-
tance in the Perkinston lerary was also suggested to aig in providing library
serv:.oes to George County.

™ ‘. 1

. c. 21% suggested prepa.ratlon of more clearly defined jOb descriptions and
e policies that will minimize or eliminate questlons as to who is responsible for
S what

d. 153 suggested more effective and conclse oommmlcatlons and better written
pnocedures on ]ObS to be done. - ¢

,‘é. 14% suggested fewer and short:er meetmgs wn:h longer lead time on meetmgs.

o

f. 10% each made references to J.Irlproverrents it the following areas:

v

(1) Rev:.se offlce space to provs.de for better work conditions and prlvacy. R
. (2), Prov:.de lOnger lead tme or longer notice on rush jobs to be ddnea .
g. Other suggestlons made were: c .

. More budget for instructional supplles and materials and get chulty mvolved ;
/ in keepmg up with their expenses. t

‘ -~

aner pollcy oollege—w1de on dealmg w1th subordlnates .
Looseleaf catalog for admm:.strators and oounselors, get counselors invé:lved A;
m development of the catalog.

Y

o

* Provide mre lltcrature on non-credlt courses; almost none now.

'}Ia\}e- all students pay for entire semester at registration.
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Spend'more time talking with students on their problems.

Develop alphabetical list of all students in total headeount.

o

Rearrange physical facilities to. bettér suit needs of the students.

Limit lepgth of salesmen's visits and have secretary call to inform of
others waiting.

. N " . . ‘

MJ.m.mlze "social v151ts" of other admlnlstrators and faculty w:.thout being
rude/ .

¢ LI

-

»-
Have heat_mg and cooling equipment chec}'ed quarterly by quallfled experts.

Hire corpetent jamtorlal and rnalntenanoe personnel
§ .
Change "Recelv:mg" fram mamtenance to Finance and hire full tike person

to handle receiving. .

. o . .
Give less attention to.details and give more stress to bigger items.

1

Become a better salesman for the Colfege thxoughout the 'caﬂmmity.

- - Became Tore mvolved m the total oollege operatlon rather tnan devoting
100% attentlon to my job . only. . ) - .

Recognize that what may appear to be small problems to me, ‘are BIG problems
to those present.mg it. Be more tolerant.

t

» ‘*“ Apprec1ate my ]Ob and be willing to prodyce more.

Exercise more self-dlscn.plme an myself and demand more of» myself,

2

5. Since’ most of the . respondents identified a need for better plannlng of their
the the [following thoughts are of feréd frbm R. Alec MacKenzie's book, The Time Trap.

r ’ ) , erte down the most Jmportant things that need domg tomorrow and nurber them
g in priority order. Then do them in that order. -If you don't get through, revise the
- list for the next day and re-priority them. At least you will be doing~ the most img— 1
©  portant thmgs first, ) o j
1

- Good results w1thout good planm.ng come. from good 1uc:k, not good management.

People don t_plan bec:ause they value their freedom to choose what they want to '
do; planning takes this choice away .fram them on a rm.nute by minute basis. You have
just got to .do the day to day thmgs,w:.thout plannmg because it takes too much time
" to plan.. This .results in COnstantly putt.mg out fires, rather than planmng fire”

(or excess work) preventlon . A

Essentlal steps mvolved in planm.ng for better utlllzatlon of one's time, ;
‘&coording to Machenz:.e, are y . .

;./“ N N -

. N ' < ““1,\-' Analyze“ the pmsent sltuat:zon (where I am now) L S
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2. Develop relevant assumptions (what conditions are likely to exist
EN within the time span of the plan.) !

3. Establishing objectives (wft‘xat‘ I want to achieve).

4. Develop alternatives (what different v’vays might attain these cbjectives.)
y; s, Making and implementing the decision. . , .

6. Establishing review and control procedures.

A few caments might be in order concerning the above six steps. First, are
these steps designed for planning one day at a time, or are they designed for making
a grand ronthly or weekly schedule? It makes little difference whether we try td
schedule for a short period of time or for a longer period of time, we need to ask
ourselves these questions: there am I now, or what have I got to do? How much time
do I expect it will take to get that job, or those Jobs done? Wwhat must I do first,
second, third, and so on? liopefully, at least rore than one way to do any given job
will be considered rather that grabing onto the first ready solution that comes to
mind. And then, we neéd to do it. Thete is where most of us stop. - We rarely
rentally discipline ourselves to review our actions and try to put spme kind of
control on how long we spend on the various aspects of our job.

. ¢

"I am too busy to answer .dll-of the questions mentioned above", we say. But,
are we? Ittakes but a fleeting second for the many jobs we have daily to run through
our minds. They do that anyway. And they bug us until our conscience becomes so
conditioned that they come in one ear and go right out the other ear, without making
any impression whatscever. And that is when we start missing suspense dates, when
we start doing things a day late and a dollar short, or we simply do not do many

" things that we ought to do because they are are our job.

And who will know ifwe let some of those little tasks slide? Who has-time tg,
' be an inspector general for the college? Fach of us is a professional or we would
not be on the payroll. The boss, starting with the President and going on down the
line, trusts the professional employee to do his or her job--without being bugged on
the little details. : . , c o
Perhaps this trust is betrayed--not overtly by our saying, "I'll really put a
,goqd one over on them today--I just won't do what I am supposed to do.’ They trust
- me and no one will knaw, because no one will check me out today." MNo, that will
. rarely happen. But what will happen is that we come to work; we mentally inventory
.« a1l of the things we did not get done yesterday, the'day before and the four days
before that. We kmow that there is an imposing list of things to be done today.
Some of these things are more important than others. The phone rings; wrong number;
they wanted to talk to someone else, but the social call took 11 minutes. A co—worketr
comes in to see if the spouse is better; if the kids are doing well in school; if we
are goj}ag to get two or three days off following graduatian; if we got any shrimp the
last tifme we went shrirping. Oops, that took 20 minytes and I have not had my first
cup of coffee of the day. Walking to the coffee room, pouring it and putting in sugar
and cream and stirring it took only 2% minutes, but the little bull session with the
faculty members there took another 22% minutes. - '
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And, so it goes until 75% of our administrators and other non-instructional
professionals listed unscheduled visits from faculty rembers, other administrators
and other social visifs as a major cause of lost time on the job.

It is a problem that each of us must face and face squarely to get our jobs
done nore effectively. i
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