Time management task
Our productivity at work is affected by our working pattern, interruptions, social interactions and physical location.   It may be possible to work better if you are aware of where time is being absorbed, and you put in place strategies to protect your focus time.   The first step in such an approach is to gather some data about how you really spend your time by logging it.  
(At the end of each hour, record all the things done in the last hour, and approximate time, so:

10.00-11.00
30 minutes	Cataloguing photographs from site 123
10 minutes         Discussion with JB about archive retention strategy for Bulwark Museum deposition
10 minutes         Phone call from jobseeker interested in archaeology as a career
5 minutes	Coffeemaking
5 minutes	Searching for Glastonbury tickets

At the end of the day, you can then categorise these time uses- the categories can be arbitrary but might include:
· Primary task (what your main job should be)
· Other work tasks (such as work-related discussion with colleagues, attending meetings)
· Training/CPD
· Non-work tasks (either things that aren’t to do with work, or fall outside what your employer would classify as productive)   

If you feel that the day was unrepresentative, you can record a whole week.

Reflection
Is the pattern of time use what you expected?
How realistic are your expectations of how much time you can spend on your primary task 
Are non-work tasks eating into your work time, and if so is there any way to reduce them?
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