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Peter vs. Pareto

Source: Big Stock Photo

In a recent training class entitled,
“Time Management for Busy
Women,” which I delivered at First
Class, Inc. in Washington, DC, we
discussed how the Pareto Principle
or the 80/20 rule could be applied
to improve efficiency and help an
individual win back more of their
time. Some of the workshop
participants wanted to know if this
was the old Peter Principle. 1 had
to admit although I have spent a
fair amount of time walking the
hallowed halls of Corporate
America; I hadn’'t come across that
one. So of course, I had to do a
little research.

The Pareto Principle or 80-20
Rule

The basis of the principle, named
for the Italian economist, Vilfredo
Pareto, who observed that 80% of
the effect comes from 20% of the
causes. So for example in
business, 80% of the revenue
comes from 20% of the customers
or for a salesperson, 80% of the
sales come from 20% of his
territory. It can be even used in
more common situations. For
example, 80% of the time you only
wear 20% of your clothes or 80%
of the time you spend with 20% of
your friends. To maximize our
time, we must identify the 20% of
activities that make 80% of the
contribution towards our goals.

By tackling the important and
urgent activities, scheduling the
important but not urgent activities,
delegating the unimportant but
urgent activities and eliminating
the unimportant and non-urgent
activities we can use the Pareto
Principle (the 80/20 rule) to focus
on what’s really important in our
lives.

The Peter Principle

The basis of this principle as
detailed by Dr. Laurence Peter,
states that in a hierarchy everyone
tends to rise to their own level of
incompetence. As sad as this is to
contemplate, we must admit that
this is quite true. We see it play
out often in organizations. An
individual is excellent at what she

does so she is promoted to
management. Unfortunately, she
has no management experience so
she fails miserably. Anything that
works will be used over and over
again in more challenging
situations until it fails. Again this
principle can be applied to the
home as well. For example, an
individual may do a fine job
preparing meals for a family of
four but when tasked to prepare a
meal for 200 guests he is in over
his head. There is always the
temptation to allow the successful
person to take on progressively
more  responsibility. However,
unless he has demonstrated an
ability do the work required at the
next level, it could spell disaster.

Think for a moment how these two
principles apply to your life. What
are you spending 80% of your
time on? Are these activities the
20% that will get you closer to
your goal? Are you functioning at
your level of competence or are
you in over your head? There is
no shame in admitting that you
just don’t have time for all the
excess or that you need help. How
can you apply the Peter and Pareto
principles to improve your life?

Words of Wisdom...

“Things which matter most must
never be at the mercy of things

that matter least.” -Goethe
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10 Ways to Say “No” With a Smile
on Your Face

Usually when | tell people in
my training classes on balance
or time management about
“No” -- their new favorite word,
| get lots of chuckles. But I'm
totally serious. | stress the
importance of learning how to
say, “No” in order to win back
your time. I'm sure many
people walk away prepared to
give it a try but soon fall back
into the same old rut of being a
“‘yes-man” or “yes-ma’am.”

Have you ever been in a
situation where you took on
extra work only to have the
person who should have been doing the work leave early to go home
to their family or hang out at happy hour? In a recent workshop one
of the attendees recounted a similar story. It made me think of the
times in my life when | picked up the slack for a lazy or incompetent
team member. Her story reminded me of the time when | was left
alone in the office to complete a proposal that was due the next day.
Not only was | on a short turn around, but the proposal was riddled
with typos and grammatical errors and it lacked substance. As the
lead on the account, | felt it was my responsibility to own the
proposal. He traipsed off to be with his family and | stayed all night
until it was completed. | didn't know how to say, “No” at the time.
But, I've learned a lot since then.
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And then there are those times when it's difficult for us to say, “No” to
the ones we love. I'm convinced that my eight year old is a master
negotiator. She will make a request over and over again until | finally
give in. She’s pretty relentless. So, | have learned that | have to have
all my ducks in a row and be on my game so that | don't cave in.
Although | often say yes, | want to make sure that she understands
that “No” means “No.” As | say in my workshops, if you let someone
get away with something even 20% of the time, they're going to try
you over and over again until they get their way. You have to train
people how to treat you. Each time you refrain from saying “No,”
when it would be in your best interest to do so, you send the signal
that your time is up for grabs.

So how do you go about saying, “No” and making it stick? How do
you say, “No” diplomatically to your spouse, child, boss, or friend?
How do you say, “No” without guilt?

Here are 10 ways you can say, “No” with a smile on your
face:

1. You know, that sounds like a really interesting project and |
would love to support it but | wouldn’t do it any justice. | just
have so much on my plate.

2. | have several things that I'm juggling right now. | would
have to eliminate one of them in order to meet that
deadline.

3. It's hard for me to commit to that right now with all my
competing priorities.

4. |wish | could, but | just can’t do that right now.

5. In order to handle this new responsibility, | would need to
have some of the other items that I'm working on
reassigned.

6. | make it a habit not to commit to anything that | don't think
| can give 100% attention to. | can’t do that right now, I'm
just swamped.

7. I'msorry, but | just can’t take on another thing.

8. I'dlove to help out, but that's not in my area of expertise.

9. No, 'm sorry | have to pass this opportunity up. | just don't
have the time.

10. No, I'm booked up right now but thanks for thinking of me.

| know it can be really hard to say, “No” especially at work when you
think your job may be at risk or at home where your relationships
may suffer. However, not saying, “No” doesn’t win you a promotion
from your manager or more love from your spouse or children. It
actually sets boundaries that they may learn to appreciate. After all,
no one wants to be let down and that's exactly what will happen if
you take on more than you can handle. Learning how to say, “No”
teaches others how to treat us. It allows us to win back our time and
it allows us to accomplish those things on our priority list. Learning to
say, “No” may actually be the best thing you do for yourself all year.

Have you come up with a unique way to say, “No?” Do you have a
funny or interesting story about standing up for your right not to be
dumped on? If so, send it in and it may appear in the next issue of
Life Without Limits ™

Andrea Richards Scott, the Dynamic Action Coach, is an Author,
Speaker, Trainer and Professional Coach. She has a passion for

helping individuals take ACTIONtoaAEEAOA A , EEZA T7EOQEIT C

Andrea believes in order to get to a new place
you must do a new thing. She is an
accountability partner, an advocate, a
cheerleader, and a supporter. She helps you
expand your vision and build your confidence.
She works closely with you to unlock your
potential and improve your performance. Claim
your complimentary coaching sessi@n
www.AndreaRichardsScott.com
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