
Time Management Tips for Busy Sales People
By Brian Shannon

Any good sales person will tell you that their average work day can be described as
somewhere between busy and crazy busy!  With the creation of cell phones and
BlackberryÕs, our lives are filled with devices that are meant to make communication
easier.  However, many of us have let these devices, combined with poor time
management skills, ruin what would otherwise be a productive day.  Here are some tips
that you can use immediately to help you become more organized and less stressed out.

1) Schedule your work day the night before.

This suggestion may be the least difficult to implement, but will provide the quickest
return on your investment.  Take ten minutes during the night to review what your
following dayÕs schedule looks like.  This review typically sets your mind at ease
about what is coming up and often reminds you of a task that you wanted to do in
order to prepare for something on your schedule.  Also, write down your most
important objectives for the following day.  A Òto-doÓ list only helps if you prioritize
your time and activities. However, people rarely rank what is most important on the
list.  Perhaps try and color in green the revenue-generating ideas and color in red the
non-revenue producing items.  When you arrive into work the next day, you are then
ready to begin working on what is most relevant, instead of thinking about what you
to need to work on.  Perhaps you can use the time you have saved to call a
prospective client?

2) Use selling hours wisely.

Most businesses in your area are likely open between the hours of 9AM-5PM.  Given
that, try not to fill up that time with non-selling activities.  Plan your weekly internal
meetings at 7:30 or 8AM.  If you are not the boss, ask your boss to make the change
based on your self-interest in having as many selling hours as possible available to
you.  I bet you will find him/her pleasantly surprised by your request.  Another tip, if
you travel in the car a lot, plan phone appointments at that time instead of while in
the office.  If you move one 15 minute phone call from your office line to your cell
phone daily, you just opened up over one hour of extra selling time per work week.

3) Make clear distinctions between work and personal discussions.

My family and friends often make light of the fact that they never can reach me
during the work day.  That is NOT an accident.  I love them all, but 99% of their
communication is not urgent.  Accordingly, I do not answer personal telephone calls
during the day.  Also, ALL personal emails come to a separate personal account,
never my work account.  In fact, I never give out my business email account to
friends or family.  Additionally, turn off the text function on your cell phone and
Instant Messenger through AOL.  I know some of you will think this is crazy, but have
you ever added up how many minutes (hours?) you waste answering peopleÕs
meaningless messages to you?  Business and personal communication need to be
separated.  Trust me, your friends and family will quickly get the message and stop
bugging you during the work day.
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4) Change your email patterns.

I have changed my email setting so that new emails arrive in my Inbox every ten
minutes.  This way, there is less of a chance that I will be interrupted while I am
finishing another email, on the phone or completing another item off of my Òto-doÓ list.
It is not necessary to drop everything to immediately read and respond to every
email that comes into your Inbox.  Email is not intended for instant communication.
However, the more you respond instantly, the more often people expect you to do
so.  When I have several important projects on my desk, I will simply close out my
email account all together.  It is ok to respond when it is more convenient for you.   In
fact, I would argue that it makes more sense to respond later in the day, when you
are not distracted with other things on your mind.  The same is true for answering the
phone.  Feel free to let a few messages accumulate.  You can easily call them back
later that day or the next morning.  As long as business calls are returned with 24
hours, you are fine.  Again, do all of this on your schedule, not someone elseÕs.

5) Just say no!  Be selfish with your time.

This is the hardest one for sales people to get comfortable with, but it is ok to tell
people that you cannot do something right then.  When someone requests some
information right now, politely explain that you are in the middle of something else
and ask them what times, before or after selling hours, can you meet with them to
address their needs?  This rule applies to both personal and professional
relationships, as they both can be a drain on your productivity.  Since most sales
people are commission-based (either completely or partially), it is incumbent upon
you to choose what you spend your selling time doing.  Ask yourselfÉ.will the next
series of actions I am about to do be revenue generating or not?

These tips will help you organize and prioritize your time better.  They may even help
you earn more money, and reduce your stress level.  By controlling your activities, you
will no doubt experience a much greater sense of fulfillment.


