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ZAKLADNI PILIRE SYSTEMU MANAGEMENTU

. OSOBNI I. MANAZERSKE
MANAGEMENT NASTROJE

V. Il. SYSTEM

KOMUNIKACE

VUDCOVSTVi
(LEADERSHIP)
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DEFINICE A VYMEZENi POJMU

» Management...
» Selfmanagement...
» Time management...

» Osobni management ...
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DISKUSE

» Stres, nervozita a s nutnost dokoncovat své povinnosti v
Case po pracovni dobé (co s tim, zkuSenosti, praxe?)

» Vykonnost x efektivita -> tdspesnost

» Vykonnostni kfivky (ranni / vecerni typ), koncentrace, vliv
ruSivych elementu

» Vykonni jsme tehdy, kdyz délame spravné jakoukoli
praci. Efektivni jsme, délame-li spravné spravnou praci.



SELF & TIME MANAGEMENT

SEBERIZENI JAKO PROCES

K¢ » Aktivity a Cinnosti ->
J/ pracovni a osobni cile,
pldnovani a organizovani

jejich plnéni, hodnoceni
jejich dosahovani.

» Regulace vnéjsimi vlivy ->
( vnitini seberegulace ->
spokojeny a naplnény
zivot jedince (nezavislost)

Planovani



SELF & TIME MANAGEMENT

GENERACE TIME MANAGEMENTU

‘ %> ) 1.generace (co délat); to-

» 2. generace (Casoveé urceni;
kalendare, diare)

Cot

» 3.generace (co?, kdy?, jak?;
obsahuje priority, hodnoty,
cile, mechanické pojeti)

» 4. generace (uspokojeni

N ¢lovéka samého)

Nastaveni cilu






SELF & TIME MANAGEMENT

PRINCIPY CTVRTE GENERACE

Harmonie, vyrovnanost

» Clovék je vic nez &as

» Cesta je vic nezcil

» Zevnitr je vic nez zvenku
» Pomalu je vic nez rychle

» Celek je vic nez ¢ast
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SELF & TIME MANAGEMENT

PLANOVANI

proc? kdy? co? jak? kde? kdo?
» Zaznamenavani casu

» Rizeni ¢asu

» Slucdovani ¢asu

» PlAnovani /realizace

idea planning strategy  success

» Pravidlo 80:20

» Terminovani, odhad c¢asu

(rezervy)
Systémovy pristup






SELF & TIME MANAGEMENT

SEZNAM UKOLU (TO DO LIST)

Soukromi @ Soukromi
/ Musim / Chci
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VYKONNOSTNI KRIVKY

» ranni typ

» vecernityp

» tydenni rytmus produktivity

» koncentrace v prubéhu Cinnosti

» vliv rusivych elementu

» dusledky pro planovani (resp. vyuku)

» Vykonnijsme tehdy, kdyz déldme spravné jakoukoli praci...Efektivni
jsme, déldme-li spravné spravnou praci.”



SELF & TIME MANAGEMENT

VYKONNOSTNI KRIVKY

Kfivka platna pro nocni typ

cilost / :

vy

spanek

& 10 12 14 16 18 20 22 24 2 4 6



SELF & TIME MANAGEMENT

ZLODEJI CASU

Spatna organizace prace

» Nedostatecna organizace

» Odkladani na pozdéjsi
dobu

» Neschopnost fici ,,NE!
" (asertivitni jednani)

» Vyrusovani

» Porady a jednani



SELF & TIME MANAGEMENT

TECHNIKY RIZENI CASU

» Paretovo pravidlo 80/20

g€ "

-

Cas je draha komodita!

1.

™

kW

Definovani mista analyzy

Sbér dat

Usporadani dat

Lorenzova kumulativni krivka
Stanoveni kritéria rozhodovani
|dentifikovani hlavnich pficin

Stanoveni napravnych
opatreni



SELF & TIME MANAGEMENT

TECHNIKY RIZENI CASU

» Metoda S.O.R.U.Z
1. S - sumarizace ukolu

2. O - odhad ¢asu na
jednotlivé ¢innosti

3. R-rezerva
4. U - urceni priorit

5. Z-zpétna kontrola

(feedback)

Sbér ukolu



SELF & TIME MANAGEMENT

EISENHOWERUV PRINCIP

» I. Krize, neodkladné véci,
deadliny, klicové aktivity

» Il. Proaktivita, planovani,
rozvoj, odpocinek, prevence,
budovani vztahu

» lll. Nedulezité hovory,
korespondence, nepodstatné
schuzky, ...

» IV. prokrastinace, nedulezité

aktivity
General Dwight David Eisenhower (1890 - 1969),
americky general a 34. prezident Spojenych statu

americkych.



SELF & TIME MANAGEMENT

STANOVENI PRIORIT




SELF & TIME MANAGEMENT

ANALYZY V PRAXI (PRIKLADY)

Stanoveni priorit

» Paretova analyza
(Lorenzova krivka)

Neshody zpiisobujici ztraty B3 CetnostEd Kumulativni souce

Nedodrieni toleranci 72 72 31%

Vada materidlu 67 139 59% ,

Zabrouseni 45 184 78% A I A B C
Lakovani 18 202 86% } n a yZ a

Vadny svar 15 217 92%

Barevnost 9 226 96%

Chybéjici zoubek 5 231 98%

Chyba vykresové dokumentac 4 235 100%,

Paretova analyza (sbér dat)



SELF & TIME MANAGEMENT

CILE

» Vliv spolecenského prostredi

» Kvalita Zivota, naplnéni
osobnich potreb a zajmu

» Cesta k dosahovani cilu,
Zivotnimu Uspéchu

» Jak poznat sdm sebe?

» Jak resit nedostatky a
problémové situace?

» Co povazovat za priority?

Naplnéni cilG



SELF & TIME MANAGEMENT

CILE

Tim, ze si ¢lovék dokaze cil
presné vymezit, prekona uz
polovinu cesty k jeho
dosazeni. Je tomu tak proto,
Ze v samotnem stanoveni
cile je obsazena jeho pevna
vule a vira, Ze to zvladne, ze
to chce dosahnout.

Saldmova technika



SELF & TIME MANAGEMENT

CILE

Nespravna definice  Spravna definice

cilu cilu

. L Kazdy vikend
Najdu si vice ¢asu na Loraanizuii rodinny
rodinu 7 : /

O, [ o @ O, vylet

Kazdy den se
naucim 20
anglickych slovicek

Specific Measurable Attainable Relevant Time Based

Naucim se anglicky

jazyk

Specifikace cild SMART



SELF & TIME MANAGEMENT

MODEL CASOVE ROVNOVAHY

casova
rovnovaha



SELF & TIME MANAGEMENT

METODA PRACE S ZIVOTNIMI ROLEMI

Priorita Strategicky cil Prl?rlta Priorita cile C.Iel.kova
role cile (%) priorita (%)
B C1 Udrzet svoji dusevni .
C2 udrzovat dobré )
R2 otec 9 vztahy se synem 10 90 25 %
. C3 but spolehlivym )
R3 manzel 8 partnerem 10 80 22 %
R4 mavnaie.r 8 C4 zije,kévaic nové 9 29 20 %
spolecnosti zakazniky
R4 mavnaie.r 3 C5 zajisti’Espokoj:anost 3 64 18 %
spolecnosti zaméstnancu

Celkem XXX




SELF & TIME MANAGEMENT

METODA PRACE S ZIVOTNIMI ROLEMI - KOLO ZIVOTA




"zéleilitosti"

schranka

co je to?
i

Je to realizovatelné? jup N

E
l ]EZAHODIT

Projekty (planovani) A N 0 NEKDYIMOZNA
terminovy pofadaé

Projekty l pro pozdg&jsi zhodnoceni
o nékolika krocich
k=p INFORMACE
k vyhedani
Projektové plany Jaky bude kdykoli bude potieba
(zhodnotit dalsi kroky) dalgi krok ?

zabere to méné nez 2 minuty ?

! !
n

dano ne

B [ ]

Odlozte to
na pozdéji

/  —

Dalsi kroky
( udélat v nejbizsi
mozné dobé )

Udélejte to Delegujte to

Cekam Kalendaf
(...na praci nékoho dalsiho) | | (udélat v urcity ¢as)



https://cs.wikipedia.org/wiki/Getting_Things_Done

TEXT

GTD - 5 FAZ

» Sesbirej

» Zpracuj

» Zorganizuj
» Zhodnot

» Udélej
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© Pregradualni vzdélavani Il
(¢. 02_19_068)

Povinné aktivity

1. Rizeni projektu

Il. ZvySovani kvality a inovace stu-
dentskych pedagogickych praxi

11l. Podpora rozvoje kompetenci
vysokoskolskych pedagogt,
podaktivita ¢. 3: plotni ovéfeni po-
zice interniho mentora v ramci
CVUT MUVS v oblasti didaktick-
ych kompetenci a mentorskych
dovednosti vysokoskolskych ped-
agogul.

) Povinné volitelné aktivity

Q Fi
1

V. Podpora spolupréce vyso-
koskolskych pedagogt a ugiteld
spolupracujicich ZS/SS

© 2. Sitovani spolupracujicich
Z8/SS$ a kooperace s CVUT
MUOVS
a. realizace
spole¢nych aktivit a projektd
pro spolupracujici $koly
h

Iter... [S)

v Pregradualni vzdélavani Il (€. 02_19_068)

© O

Povinné aktivity

Pregradualni vzdélavani Il
(¢.02_19_068)

Povinné volitelné aktivi

o QO ¥

. Rizeni projektu

1. ZvySovani kvality a inovace
studentskych pedagogickych
praxi

Ill. Podpora rozvoje kompetenci
vysokoskolskych pedagogu,
podaktivita &. 3: plotni ovéfeni
pozice_interniho mentora v
ramci CVUT MUVS v oblasti
didaktickych kompetenci a
mentorskych dovednosti
vysokoskolskych pedagogu.

V. Podpora spoluprace
vysokoskolskych pedagogl a
ugitelt spolupracujicich ZS/S$

2. Sitovani spolupracuijicich 28/
S8 a kooperace s CVUT MUVS

a. realizace spole¢nych
aktivit a projektd pro
spolupracuijici Skoly

b. organizace spoleénych
setkani absolventd a studentd —
budoucich uitelt /
pedagogickych pracovniki /
vysokoskolskych pedagog,
sdileni zkusenosti z
pedagogické praxe.

VI. Rozvoj kompetenci studentl
— budoucich uéiteld
propojovanim teoretické a
praktické vyuky

2. Praktické vyuZiti inovativnich
pristupli ve vzdélavani pfi vyuce
studentd — budoucich ugiteld,
aktivni metody vyuky
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[ &N ] 0 All Today Scheduled +

Filters @ -

Do 5 - g - DD"E 14 -
as All a8
z Late 0 O call Sarah ¥} Sarah's science project Michael's doctor appointment
21/10/217, B:00 PM 04/11/21, 11:589 PM 03/05/21,12:00 PM
® Today 0 O Zoo day with the kids & Get dry ice (1] Check Michael's homework i3
This month 1 m Buy Michael a bicycle 3 FTHAEL. RO
UATTNES, Thie PN Rodger's vet appointment 4@ L
Projects ® v O Plan Erica's 19th B'day | 20/09/21,12:00 PM
v 22 Family 5 O Plan a trip to grandparents &y &2 Paint Michael's playroom
21/09/21, 2:00 PM
[J Take the dog to the vet
O Tag g . Dentist appointments
L I time 1 24,0921, 1:00 PM
am-tim
Sarah's graduation dress £}
O Priority v shopping Bt
B High 1 Build a kennel
(] Medium 1 oo
O Status " Plan Erica's 19th B'day /"
® Do S Buy the party poppers
® Doing 3 Due date Select 3
@ Done 14 Images
» /% Indie app 7
> =8 Msquare Labs 3 1
> 33 Stryds 13
> 9= Trip 0 Tag +
Archived projects > Priority Medium ()
Subtasks o>
Status Do 8
Comments o >
Project Family

Save



SELF & TIME MANAGEMENT

GTD APPS FOR TEAM USE
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MIrO  Agile Workflows 1, ® 00 EX ©

Creating
inconsistent
o design
R Giving clear
D updates Establishing
standards
|§| for design
initiatives
LR R T —
Discussing
Listening to ng;Eg?;l:SS
» calls with Working with each project
Providing customers too many "

deadlines
for design
feedback

e

stakeholders

=

100%


https://miro.com

) todoist

7]

GTD Weekly Review

Start reviewing your tasks
every week with this GTD-
friendly checklist.

GTD Weekly Review

(O Time for my weekly review

~ Before my review ~:
O Process my digital inboxes
() Clear off your desk
() Close all distractions - Do Not Disturb mode
v The weekly review  L:
() Review my Next Actions list
O Review my Projects list
O Review past and upcoming calendar items
O Review my Waiting For list
v After my review (3):
Use this document template to log answers
() What went well this week?

v () What could be adjusted?


https://todoist.com/templates
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GTD APPS FOR PERSONAL USE
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SELF & TIME MANAGEMENT

GTD APPS FOR PERSONAL USE

eCe + £ | Coming 1 week x |j|
FOCUS Home Date v | 0 v e @
88 1143
oo All TODAY , | TAGS
115
Today () Call BT and ask about the free upgrade o & wisit
ﬁ Starred . Discuss future plans of upgrading local telephone « Today =
(© Scheduled 1 SHOPRING
TOMORROW Tod
( Done V @ shop o
Renew magazine subscription ; .
PERSONAL © & Pt © groceries o
Tod
() Clean driveway . & eBay
MNead h liquid
Shup hr gruerie aad DoWeanadas g Tﬂday’ WGRK
= Loft extension DAY AFTER TOMORROW : (E:J call
Gardenin 8 i
' e [5] » Shop for groceries : @y office 0
DIy 116 morow <7
() Take Ginger to vet & meeting o
WORK
Buy nowr collar morrow & email o
» Work 4 .
. - ) NEXT 30 DAYS @ meeting (1]
> arch 8 E] » Loft extension 3 HOME
Get a new bedroom and an ensuite build by Spec + ¢
SELF IMPROVEMENT  Show vedaws 0

) Payhouse rent
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https://www.2doapp.com
https://www.2doapp.com
https://www.2doapp.com
https://www.2doapp.com
https://www.2doapp.com
https://www.2doapp.com
https://www.2doapp.com
https://www.2doapp.com
https://www.2doapp.com
https://www.2doapp.com
https://www.2doapp.com
https://www.2doapp.com
https://www.2doapp.com
https://www.2doapp.com
https://www.2doapp.com
https://www.2doapp.com
https://www.2doapp.com
https://www.2doapp.com
https://www.2doapp.com
https://www.2doapp.com
https://www.2doapp.com
https://www.2doapp.com
https://www.2doapp.com
https://www.2doapp.com

bl ) Errands Ta g S D
mee Grocery Store

Apple Store "o
Inbox x1 %
— Projects uz *
[_=d
Tags x3 *
Tags
Forecast x4 %
Foreesst [ Fiagged us %
r
L ~ Work : C o Review ®6 *
Computer P
———— — o @ High Priority ®7
> 100w 0o 1 Attome
1 B © A o &
Completed
Work e Work [ changed
Single Actions » Single Actions
Profession " o O a4 -
Networking & Professional Development ¥ Networking & Professionsl Development o -
Home
New Platform Development Look for conferences o attend
C er Platiorm Development Submit speaking engagement proposals for 2022 conference cycle Work
Backfill Sales Role ¥ New Platform Development o an
Create initial team proposa O
Submit final team proposal
Send leam mmales g
Define creative brief on artwork required for design guide [ 7]

Srhar e hrsiness Nk ! review Masting with Byar: e taam

- Les
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SELF & TIME MANAGEMENT

EISENHOWERUV PRINCIP ALTERNATIVY

’ - Focus Matrix — Task Manager
Task Manager & Eisenhower Box OPEN

&_/ * k Kk k24

igs that matter

ese (fn B = o8] (7] [ Q Search » | The
Complets marketing budget
P S
Irvite a client ta dinner dan 07 Choose a gift for Sendy Jmn2 Hhoias
— Breving, wekbsite, socal mec

Compiate markating udgat
Boak flight tickets w Mismi

[} Register for a bike ride
[ Schadui interuiow with Mr, Mifer Chack Facsbcok & Twittar
W Cl MY, Clk Posl new tholos on INgtagram

Dwight - Priority To Do Matrix

Eisenhower Task Manager

22 Dwight

Focus on what

really matters

to you.

Do First

C

5 Sand mewling nates o Luisa

OPEN



SELF & TIME MANAGEMENT

EISENHOWERUV PRINCIP: FOCUS MATRIX

ocus - things that matter

Title
Complete marketing budget

eve [ =B

Sl (v & (¢

Important & Urgent 4 Important & Not Urgent 3

Q, Search

" Invite a client to dinner Jan 07 | Choose a gift for Sendy Jan 21 NI
Pay the invoice from H&G Jan 07 Complete marketing budget Jan 19 Branding, website, social media
v Reserve a table for dinner Jan 04 .| Book flight tickets to Miami

Section
M important & Not Urgent

v/ Respond to emails

<>

Show in Be Focused
Due date All day
1/19/2018 3:00 PM

Remind
2 days before

<>

Move to Urgent

<>

1 day before

Not Important & Urgent 4 @, —+ [ NotImportant & Not Urgent 5 @+ -

[) Dinner with Alice Jan 03 Watch a new movie

[} Register for a bike ride Jan 04 Try a new restaurant #work  #clients
[) Schedule interview with Mr. Miller g Check Facebook & Twitter

¥ Call Mr. Clark Post new photos on Instagram

Organize files on my computer

Focus



SELF & TIME MANAGEMENT

POMODORO: BE FOCESED PRO

©

‘=  Today3/10 5.

Stay Focused

Stay Focused



22 DWi ght Eisenhower Method Powerful Integrations

Avoid first attention to the urgent present Collect tasks from different sources and

rather than to the important future. prioritise them with Eisenhower method.

Focus on things

09:41

that matters y e

Delegate

Answer all customer support tickets

i Someday
Onboarding documentation No Due Date
Decumentation Features © Resolved

~, Bugcrowd ticket Stored XSS

by Connected Apps

AMS-15461 Resolution & Confluence Action Points

OmniChat bug .
& ot -f Jira Issues
i0S Reminders
G Microsoft Outlook

I Microsoft Planner

& evolutio
[ Dwight
& caclor
Translator DC

Mew List New Task

10:23

Prepare meeting...

e Dwight

Priority Matrix

meeting notes to Luisa

OmniChat bug

(O Release Dwight MAC version
Tomarrow

Focus on what
really matters

vLinks DC update

Due Date Calendar
© oversue

to you.

New List NewTask | @ New Task



SELF & TIME MANAGEMENT

DATABAZE - JINY POHLED NA DATA

s.mondayc.. g INFINITY

[D Trello > Airtable
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SELF & TIME MANAGEMENT

DATABAZE - JINY POHLED NA DATA



https://www.youtube.com/watch?v=r0lsyTaAuJE

SELF & TIME MANAGEMENT

POSTAV TREBA VLASTNI GTD!







DEKUJI VAM
A POZORNOST

Uvédomeni si vyznamu a praktikovani
self a time managementu muze vést k
uspésnému vykonavani narocné
~manazerské” profese a k
vyvazenému pracovnimu i osobnimu
zivotu.
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