
Effective Time Management: 
When to Say Yes and When to Say No 

Gregory D. Kennedy, MD, PhD 
John H. Blue Chair of General Surgery 
Professor and Director of the Division of Gastrointestinal Surgery  
University of Alabama at Birmingham  



Disclosures 

• I have no relevant d isclosures 



The 7 Habits of Highly Effective People 

• Leadership  

 

• Management 

*S. Covey, 7 Habits of Highly Effective People 



Personal Leadership– 3 Core Principles 

• Be proactive– take charge of your destiny.   

– Focus on things you can control and  don’t let those 

you cannot negatively impact your thoughts 

• Begin with the end in mind  

– Personal mission statement 

• Time management 

– Allows you to accomplish the first 2 principles 

*S. Covey, 7 Habits of Highly Effective People 



The Crux of the Issue 



Impact of Poor Management 

• Poor time management: 

– Burnout 

– Symptoms of depression 

– Poor quality of life 

 



Avoidance of Burnout 

• Shanafelt and  colleagues surveyed those in the 

ACS membership with active email addresses 

– 25,073 members initially emailed  with a 28.7% 

response rate (7197 responders) 
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Time Management Strategies 

• Set Priorities 

• Set short and  long-term goals 

– Realistic 

• Plan and be organized  

• Minimize time wasters 

*S. Covey, 7 Habits of Highly Effective People 



Set Priorities 



Be Honest 

• Something will have to give for you to 

accomplish what you want 

– Know what you are willing to give up  

– You have to make a decision up front what your 

clinical program will look like if you’re going to have 

a successful research program  

• No one can have 4 R01s and  do 500 major operations/ year 

 



Set Goals 

• Traps 

– Not recognizing your strengths and  weaknesses 

– Setting a BHAG for everything you do 

• Become Howard  Hughes funded  investigator  

• Win every teaching award  

• Be the best and  busiest surgeon in the hospital 

– Letting short-term problems overwhelm long-term 

goals 

• Revisit goals  

 



Plan/Organize 
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Minimize Time Wasters 

“Put first things first” 

important less important

urgent

urgent patient issue

grant due within the week

presentation due within the week

important local meeting (dean, ceo, chair, etc)

immediate billing

trainee evaluation forms

interview candidates

clinical documentation

email

less urgent

grant submission due in next 6 months

prepare agenda for upcoming meeting

national committee work

revising trainee manuscript

planning new research project

meeting with clinical team regarding new 

initiatives

Non-urgent letters of recommendation

routine paperwork

routine committee meeting

S. Covey, 7 Habits of Highly Effective People 



When to Disrupt the Schedule 

• Stay focused  

– Establish an agenda and  only say yes to those efforts 

that fit your agenda 

• Beware of rigid ity 

– Can breed  contempt between you and your 

colleagues 

– Can be seen as someone who is not a team player  



Healthy Time Boundaries 

• “Healthy time boundaries are somewhat 

flexible, allowing for the insertion of a new 

decision based  on your priorities….  Your 

greatest obligation in your use of time is to 

yourself, so that you are filling the days of your 

life with the pursuits and  activities that reflect 

your deepest values….” 

A. Katherine, Where to Draw the Line: How to Set Healthy Boundaries Every Day 



Stay Engaged 

• As you get busy it gets easy to d isengage 

– Remember this is an opportunity to learn and  

improve your management skills 

M. Sanborn, You Don’t Need a Title to be a Leader 



Conclusions 

• Set priorities and  be organized  

– Remember what is important in life 

– Stay away from the traps 

• It is all YOUR time– use it wisely 

– Put first things first 

– Follow your passion 

– Stay engaged  

 



Questions or comments?  Please contact me: 

 

 
 

  @gdkennedy88 

 

  gkennedy@uabmc.edu  

 

  text: (608)235- 4674 
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