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Time & Resource Assessment (TRA)
The TRMA Process

TRMA is a three step process to individually, and collectively, assess how staff/organizations use their functional work time and resources to identify strengths and weaknesses of current strategies, and opportunities to provide support or increase efficiency/productivity through a shift in strategy. All detailed/individual/personal information provided is kept CONFIDENTIAL and will not be shared with other staff, the GM, or the Board. 
The TRMA serves to:

1) Provide individuals with a confidential assessment of their time and/or resource management.

2) Provide the organization with an overview of time and resource management.

3) Identify strengths and weaknesses in current time and resources strategies.

4) Identify opportunities to increase efficiency and/or productivity for individuals and the organization.

5) Make recommendations for strategy that is tied to goals and objectives, organizational outcomes, and increased cooperation, communication, and collegiality. 
The TRMA does NOT:

1)  Try to “fix” anyone.

2)  Inform the GM who is, or is not, operating effectively. 

3) Prioritize efficiency/productivity over organizational culture or people.

4) Require or guarantee action on opportunities/recommendations.
Phase I. Assessment - Calendar Snapshots

Phase I looks backward at how you have structured and used your work time during a specified period of time (usually a two – four week period). Four weeks is usually a solid basis on which to evaluate typical use of time and resources. The time frame should represent a series of “typical” work weeks; in other words, not during a fund drive, work stoppage, covering work for a vacant position, etc. The snapshots should be captured in the EASIEST way possible such as copies of actual calendars “as is” without adding/removing info (except personal items). 
A sample of a one week snapshot can be found at the end of this document Example. Snapshot

Phase II. Assessment – Time Logs
Using the template provided, staff log the use of their time over a two week period attempting to capture as much detail of time on task as possible. The more detail provided, the more effective the analyses, resulting in more accurate and appropriate recommendations/strategies.

Phase III. Feedback

A consultant will review snapshots and logs, individually and collectively. Observations will be made about time/resource usage or management; questions will be asked about the impacts of specific strategies or time frames; suggestions will be made as “think pieces” for individuals to consider adjustments utilizing existing strategies; recommendations will be made for shifts in strategy connected to the expected outcomes for the shift in strategy. This feedback provides the individual and organization sufficient information to discuss/identify consistent strategies for individuals, units, and/or the organization as a whole. Additional resources and tools will be suggested and/or identified for use by specific individuals or the organization to assist with strategy implementation.

Consultation
Individual participants will have the opportunity to speak with the consultant, confidentially, regarding the feedback on their strategies and style. The next consultant site visit (likely to occur between December and February) will offer further assessment, feedback, and/or a next-step workshop if desired.

EXAMPLE. CALENDAR SNAPSHOT, “A Typical Week”
	



	Mon, Dec 08 
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	8:00 AM – 9:00 AM
	
	Check in w Secretary
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	9:00 AM – 11:00 AM
	
	Staff Meeting
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	11:00 AM – 12:00 PM
	
	Action Items w Secretary
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	12:00 PM – 1:00 PM
	
	Lunch w VP

	
	[image: image5.png]



	2:00 PM – 4:00 PM
	
	Desk Time
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	4:30 PM – 6:00 PM
	
	Outreach Meeting

	


	Tue, Dec 09 
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	9:00 AM – 10:00 AM
	
	Desk Time
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	11:00 AM – 12:00 PM
	
	1 on 1 w Dept Mngr
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	2:00 PM – 3:00 PM
	
	Production Team Mtg
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	4:00 PM – 5:00 PM
	
	Budget Updates

	


	Wed, Dec 10 
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	7:00 AM – 9:00 AM
	
	Leadership Institute

	
	
	
	
	

	
	[image: image14.png]



	10:00 AM – 11:00 AM
	
	1 on 1 w Marketing 
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	11:00 AM – 12:00 PM
	
	Desk Time
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	1:00 PM – 2:00 PM
	
	Prep for Boad Mtg
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	2:00 PM – 3:00 PM
	
	Partnership Contract Review
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	4:00 PM – 5:30 PM
	
	Desk Time

	


	Thu, Dec 11 
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	8:00 AM – 9:00 AM
	
	Program Research
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	9:00 AM – 10:00 AM
	
	1 on 1 w Accounting
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	10:00 AM – 11:00 AM
	
	Desk Time
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	11:00 AM – 12:00 PM
	
	Review Minutes/Action Items
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	1:00 PM – 2:00 PM
	
	Negotiate Sponsor Contract
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	3:00 PM – 4:00 PM
	
	Snr Team Mtg
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	4:00 PM – 5:00 PM
	
	Check in w Secretary
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	5:00 PM – 6:00 PM
	
	Desk Time

	


	Fri, Dec 12 
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	9:00 AM – 10:00 AM
	
	Weekly Follow Ups
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	11:00 AM – 12:00 PM
	
	Desk Time
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	1:00 PM – 2:00 PM
	
	Prep for Nxt Wk
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	2:00 PM – 3:00 PM
	
	Follow Ups


EXAMPLE. TIME LOG, ONE DAY
	TIME
	TASK

	8:02
	Arrived at work

	8:05
	Arrived at desk

	8:12
	Returned Emails/Phone Calls

	8:28
	Checked in with Marjorie (Admin Asst)

	8:39
	Printed budget report

	8:42
	Marjorie drops off prep materials for staff meeting

	8:49
	Aria asks if she should be prepared to discuss expansion project

	9:00
	Staff Meeting

	10:17
	Staff Meeting Ends

	10:22
	Meet with Steve (Director)

	10:54
	Prepared budget presentation

	Noon
	Lunch

	1:12
	Continued on budget presentation

	1:14
	Drop-in: Personal

	1:18
	Continued on budget presentation

	1:23
	Drop-in: Budget info

	1:26
	Dropped in to talk to Julia about Budget Presentation

	1:39
	Phone call from my boss

	2:00
	Meeting with Professional Development Planning Group

	2:48
	Return to office; checked email and messages

	2:51
	Returned phone calls/messages

	3:17
	Prepared report for Tuesday morning

	3:29
	Checked in with Marjorie (Admin Asst)

	3:42
	Drop-in: Staff conflict

	4:22
	Informed boss of staff conflict

	4:50
	Bathroom Break

	4:54
	Check in with Marjorie before she leaves

	5:09
	Try to finish budget presentation

	5:29
	Call from staff member, needs assistance

	5:30
	Help Steve with technical problem; resolved

	5:42
	Try to finish budget presentation

	6:25
	Phone call: Personal

	6:43
	Went home


