Top Time Tips for Consultants
Shared By Director Lura Antokal with the Director Loop

Using your time effectively can free you up to focus on the true income-producing activities of your business. The tips here have been helpful for Pampered Chef leaders across the country. Choose the ones that will make a difference for you, and be sure to share good ideas with your Consultants! 

When it comes to organization, don't spend more time thinking about it than doing it!

Making Phone Time a Priority

Here are four ways to carve out time for phone calls.
· Blocks of time: It's great when you have 30 + minutes of time you can devote to phone calling. Remember to use "prime" time for the phone. You can fold laundry or clean with the kids around, but naptime, school hours, etc. should be dedicated to the phone. 
· Pockets of time: 5-10 minutes is plenty for several quick calls. Use survey drawing slips, sales receipts or Contact Management records, and start calling. Don't waste time deciding whom to call - just get going! 
· Borrowed time: This is time you add to something that's already scheduled. For example, if you work another job, make phone calls just before or after work, or use your lunch hour. OR, leave for a Show 20 minutes early, pull over in the car, and make a few calls from your cell phone. 
· Found time: This is any unexpected opening in your schedule. For example, when you have a Show cancel, use the time you had already committed to your business to make phone calls. 

Try the "Power Hour." · 

~ First 15 minutes - Make 3-minute phone calls to 3 or 4 people (hosts, Show leads, recruit leads, follow-ups from fairs, catalog mailings, etc.) 
~ Second 15 minutes - Make 3-minute phone calls to five people on your team. If you don't have a team, use this time to start one - dedicate these 15 minutes to calling those potential recruits! 
~ Next 5 minutes - Critique yourself. What worked well, what didn't? How can you make the next "power hour" more productive? (Different time to call? Different script?, etc.) 
~ Last 25 minutes - Service the people you have called. Now is the time to get out the host packets for the Shows you scheduled, recruiting packets to those interested, and to complete and submit the orders for Shows just closed. 

More Phone Tips: · 

Always ask, "What's the best time to call you? How early or how late do you like to be called? .Is there a daytime number where I can reach you?" People will appreciate that you call when they prefer. 
· Set the Clock/Timer or an alarm clock to remind you of tele-classes, coaching call appointments, etc. 
· Use a duplicate copy phone log book for ~ phone messages, because it provides a permanent record in case the perforated individual memo slips are misplaced. Have one next to each phone, and teach family members to use it. 

Make calls in R-S-V-P order. 
~ Recruiting calls first! As a leader, growing your team is the key to your future. 
~ Sales: Booking calls and host coaching - Set a goal to have the following month fully booked no later than the 8th of the current month. 
~ Very new people - your Super Starters need and deserve a call every week to discuss what's gone well and to address any challenges they've experienced 
~ Performers - These are your Cluster members who are no longer Super Starters, and have stated a goal for their business that you can help them to achieve. 
~ Use three-way calling with your Cluster. 
~ It builds support bonds among them! Saves time! 


MANAGING TASKS & CALENDARS 

· Identify your personal time-wasters by logging all your activities for two weeks and recording them in 15-minute blocks. Decide what can be changed. 
· On your daily "to do" list, limit yourself to 6 tasks for your Pampered Chef® business and 6 for family/personal. 
· "New parents’ rule: For every time you are up with the baby during the night, take one item off your list for the next day! 
· Put a $ sign next to tasks that are truly income producing, and focus on those first! 
· Throughout the day, ask yourself two questions: 
· What's the most important thing for me to do right now? 
· How terrible would it be if I didn't do it right now? 
· Commit to prompt follow-up. Say, "I will get that out to you the first thing tomorrow," and then use the last 15-20 minutes of your work time to complete those tasks. 
· Get up one hour earlier or stay up one hour later twice a week to handle non-phone tasks. 
· Keep a single calendar to track activities for everyone in the family, using a different color pen for each person. Some Consultants do this on the FranklinCovey® month-at-a-glance, while others keep a large wall calendar. 
· On Sunday, preview the upcoming week with family. 
o Double check for kids' school needs, transportation/car pooling, child care, etc. 
· Agree with your spouse that the second person to schedule the same time is responsible for finding child care, if needed. 
· Keep a basket or tote near the door in which you can put everything you need for running errands, taking children to school and activities, etc. Include phone call lists in case you get some "found" time. 
· Be cautious about multi-tasking - newer research indicates it doesn't actually save time! In particular, don't multi-task when you're on the phone with someone. 
· Group similar tasks. You'll be more efficient and effective. For example: 
o Do all personal errands one day a week. (Create and post at home a generic grocery list that you photocopy; circle items as you need them.) 
o Make all your host coaching calls for the week at the same time. 
o Stamp catalogs, receipts and opportunity brochures, and put together host packets for 23 months at a time. 
o Plan a week's meals at a time, and make double portions whenever possible. 



Simplify your Show preparation and completion. § 


Choose three outfits as your Show "uniforms." 
§ Offer one recipe per month (or a choice of2-3 if you prefer). 
o Then pack your crate for the month based on the recipe(s) you offer. 
§ Have your crate, showcase and tote bag in the car by noon (or before you go to work). 
o Have any perishable food items you're taking to the Show packed up and ready to go. 
§ Connect with the host the day of the Show to see if there are any essential ingredients she doesn't have. Double-check all recipe ingredients as soon as you arrive. 
§ Leave your host's name and phone number with your family in case of emergency. 
§ After a Show, match up orders and payments, double-check survey drawing slips for interest in your services, and enter as much information as possible into PamperedPartner®... Then it will be fast and easy to complete and submit the Show as soon as the last few orders come in! 
§ Close Shows within 24-48 hours - guests who attended want to receive their products promptly! 
§ Make customer care calls before the Show closes, so the host can still get credit for additional bookings or orders. 

MANAGING INFORMATION 
§ Keep your most frequently used materials within reach on your desk - this will save more time than you'd expect! 
§ 70% of all files are never touched again! Use the RAFT system to keep afloat in a sea of paperwork: 
o R - Refer it to the person responsible. 
o A - Act upon it immediately. 
o F - File it. Remember, file for retrieval, not for storage! 
o T - Toss or recycle it. (Open your mail next to the wastebasket, and be ruthless!) 
§ Hanging file folders make it easy to organize. 
o For example, have a set of hanging files labeled January - December. File each event in its own manila folder (with a title and date) in the appropriate month. This can include Shows, Cluster meetings, booths, and even personal events such as birthday parties, a child's field trip information, bills to pay, copies to be made, etc. 
§ A tickler file with 1-31 divider tabs is ideal for keeping track of calls for host coaching, booking or recruiting follow-up, customer care, or Consultant coaching. (OR, use PamperedPartner's Contact Management function.) 
§ Create a Key Information binder with January-December tab dividers. Place flyers for Consultant promotions, Guest and Host specials, and other timely information behind the appropriate divider. In the front or inside pocket, put a list of Home Office contacts, the most current Consultant News/Directory~ and the supply order form and Training Resources listing. 
§ Sort "idea" files into just a few broad headings, such as: bookings, host coaching, product information, selling skills, recruiting, and customer care. Purge these regularly; keep only the newest flyer or the ideas that are especially applicable to your Cluster. 
§ Use a few simple forms from the Leadership Handbook to keep on top of your Cluster: 
o Cluster Calendar - see all the scheduled Shows for your team. 
o Cluster Communication Log - make note of your contacts with individual Consultants throughout the month. 
o Tracking individual Consultants - New Consultant Record (for Super Starters) and Critique Your Week and Future Director Tracker (great for taking notes during coaching calls). All these are in the Leadership Handbook and also downloadable from the Web.

Make the best use of the Consultant News/Directory. 

§ Read the CN... Highlight ideas that you can discuss on coaching calls or at Cluster meeting. Write Consultant's name in margin if you notice an especially appropriate tip for someone. 
§ Review the Directory meeting planner for next month. Contact Consultants to request their help in various areas of the meeting. 
§ Review the new Monthly Coaching Checklist. Add any personal items, such as upcoming Cluster meeting, reminder of a cluster challenge, Step Up to Director classes, etc. 


FAMILY / BUSINESS BALANCE 

§ Involve the family in tracking your progress toward goals, and ask them to help you stay on track with your phone calls, Show schedule, etc. They'll be delighted to be your "boss," and they'll learn important lessons about goal-setting and achievement. 
§ Make the connection between your business efforts and the benefits they enjoy. For example, "Mom's Pampered Chef business paid for your skiing lessons." 
§ Realize that perfect balance every day is unlikely. 
o However, over the course of a month or two, all your priorities can be honored. For example, during double incentive points, the holiday selling rush, or the end of a promotional earning period you might miss a soccer game or social event, but you can adjust your schedule the following month if you want to. 
§ Choose the involvements that work for you, and politely but firmly say "no" to other requests. For example, "That's sure an important project, and I'm flattered that you thought of me. I'm not able to help with that, however. Thanks for asking, and I wish you the best of luck!" 
§ Be confident when explaining your business commitments to friends who hope you will be free whenever they want! For example, "I'd love to get together with you! This afternoon is already scheduled with work, so how about next Thursday instead?" 
§ Have a separate phone line for your business, or order "distinctive ring" from your telephone company, so you can distinguish Pampered Chef® calls. And remember to leave the phone unanswered during family time! 
§ Enlist your family's help, especially when they'll enjoy the rewards as well. For example, 
o Children can stamp receipts, catalogs, etc. Their "not so perfect" work is a great advertisement for the benefits of a home-based business. 
§ Pre-schoolers will love to advertise for you by wearing logo T-shirts and other clothing. They'll also be delighted to tryout the kid's kitchen tools and recipes - and it's great basic math education for them! 
§ With school-age kids, you can do paperwork while they're doing homework, and still be together. They may also help with your computer data entry, pack and carry for fair booths, and more. 
§ If you hire baby-sitters, offer to pay an additional $1 per hour after the children are asleep, for the sitter to stamp, stuff, etc. 



USE TECHNOLOGY WISELY 

§ Change your voice mail message daily. It's a great way to let people know when you'll be returning calls, and it's good practice to record a friendly, professional, timely message each day. "Smile when you dial" to convey an upbeat, positive tone. 
§ Update your Personal Web site at the same time each month. Review each section to be sure it's up-to-date. 
§ Set one day a month to check your Wedding Registry home page. (Refer to the Wedding Registry training booklet for more ideas.) 
§ Email is great for quick information and routine updates. However, it's not a good substitute for human contact, either in person or over the phone. 
§ Set aside 15-30 minutes a day for email. Handle questions and requests from your Consultants first. 
§ Consider perusing general emails as part of your "leisure" time; it doesn't really count as work time! Make the most of this time by sorting helpful tips into simple computer files, or print and file a hard copy. 
§ Ask yourself, "How many people could I connect with personally in the time I'm reading email or creating a flyer?"
