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How to Prioritize Your Day
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Preparation

- Job Descriptions

position
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joh description ...
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DUTIES

o Daily
o Weekly

o Monthly
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Priorities
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oTime Categories
o Morning
o Noon
o Afternoon
o End of Day
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Clarification

o Checkilist

| oBig project breokdo@
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Original Thinking

o

o Priorities when neé&éks assigned
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o Communicate Q




Scheduling

o Doctor’s schedule

o Allotted Times
0 45 min, 30 min, 15 min

o Visit specific
o EX, OV, FU
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o Constantly evaluate impact to patient




Schedule

o STOff SChedUle ' ;:\:ém v:-m.,, s m ‘ e ‘7‘
o Contact Lens Tech = - :

o Optician

o Insurance £ =

o Facility check up E— —T
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Productivity

. . . Time Staff initials
o Timeline evaluation

Check in

o Doctor
Pretest

o Staff
Exam Room
Optical
Contact Lens
Photos
VF
T h

P

Retina
Check out
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Productivity
./ . . With People
ﬂf - ~ Keep conversation
; short but friendly
- Watch the clock

~- Avoid detail updates
save it for lunchtime




Productivity

o On the phone

o Take your time
o Keep it short

o Set appointed
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Productivity

o Meetings
o Have an agenda

AGENDA \

o Come prepared

o Set fime limits

EEEEEE

o Avoid gripe sessions

o Focus on solutions
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Productivity

o Communication
o Don’t rush your message

o State your expectation
o Confirm your understanding

o Don't assume information is known _
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of the work-

‘ 880/ 05
o Make a dally TO DO list l) 860/

o Procrasting
o Admit if!

crastinate on
assignments

SOURCE Magoosh

20%=

o Prioritize the t
been putting

..it's time to stop, here's how:

Make a to-do list, place a due date next to each item to
stay on track.

Take baby steps, break down the items on your list into small-
er, more manageable tasks to avoid feeling overwhelmed.

Be self-aware, pay attention to any urge to procrastinate, and do
your best to resist that urge. Ask yourself’ why you are avoiding the
task, and how completing that task might be beneficial to you.
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Productivity

o Clutter
o Keep your desk clear

o Use color coded file folders

o Use the waste basket

o Complete each task
oDOIT
o PASS IT
o FILEIT
o THROW IT AFTER

RUTHTOTHERESCUE.CO

i
)

Original Thinkin eS Stenw Uniqgue Solutions




Conclusion
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o Write your goals

o Prioritize your goals

o Implement your goals

[ TN/

o Be organized - personal
& professional

K Commit
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