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Since the basis of email was first developed in 1971 
it has come a long way in a reasonably short amount 
of time.  The use of email has increased dramatically 
and in the UK alone we send approximately three 
billion messages a day.  In many ways emailing is 
arguably one of the best inventions of the last few 
decades in terms of a business tool and an effective 
communication device.

In the UK the average office worker has become so 
accustomed to receiving a large number of emails, it 
is rare for us to step back and wonder how effective 
using email actually is.  For example, does it allow 
you to do your job more efficiently or does it act as 
a distraction as you end up feeling obliged to reply 
rather than finishing the job in hand?  For many of us, it 
is still an enormous benefit in aiding us to do our jobs 
effectively as it allows a clear dialogue between parties 
as well as a documented history of events and results.  

However, there are disadvantages, the development 
of technology which has led to faster, more efficient 
internet connection allows us to access our inboxes 
virtually anywhere in the world at any given time, as 
a result, we are now expected to be available 24/7 
and the majority of people who send an email citing 
a query appreciate or expect a prompt response.  
Moreover, the ease with which emails can be sent 
means that the numbers of irrelevant emails being 
sent is on the increase. Various organisations and 
companies have recognised email as a potential 
distraction which diverts staff from their specific 
responsibilities and consequently some have taken 
measures to try and reduce the ‘email stress’ placed 
upon employees.  The accountancy firm Deloitte is a 
case in point, after careful consultation they decided 
to implement an email free day to see if workers 
would be more productive in that day and less prone 
to email distraction.  The exercise proved relatively 
successful but difficult to implement long term due 
to email when used correctly being such a useful 
and ingrained tool of our day-to-day lives.  Another 
disadvantage of using email is that it can often reduce 
‘face to face’ communication with colleagues and the 

Emails: Help or Hindrance?

tone of an email can even become ‘lost in translation’ 
and in some cases misinterpreted by the recipient.  Even 
more than this, email sent to the ‘wrong’ recipient or 
the inadvertent hitting of the ‘reply to all’ button when 
content is sensitive or likely to offend can often land the 
sender in a huge amount of trouble as written evidence 
can often be a lot more damaging than hearsay!

In terms of benefits, however, email certainly allows 
us the freedom to document specific information 
accurately and immediately.  We have come a long way 
in terms of reducing the need to fax and file and the 
electronic method is arguably more favourable on the 
environment.  In some cases email has dramatically 
changed the way in which results are achieved – the 
possibility of being able to send photographs, graphic 
images, attachments and specific files has meant 
increased cohesion between contacts as well as the 
ability to share ideas and assess opportunities in an 
instant way across the world without the need of 
bringing people to a central location.

The use of email has increased dramatically 
and in the UK alone we send approximately 
three billion messages a day.
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TIME MANAGEMENT – HOW CAN WE MANAGE OUR TIME MORE EFFECTIVELY?

Follow the 80:20 rule; 80% of unfocused effort 
generates 20% of results and 80% of effective results are 
achieved with only 20% of focused effort. Concentrate as 
much time and effort as possible on the high payoff tasks 
to achieve the greatest benefit in limited time.

Take yourself away from telephone and email 
interruptions. If you are busy, only check your emails 2 or 
3 times per day. At that point either delete them, delegate 

the work required, diarise, action 
or file them. Don’t just read them 
and leave them. Divert telephone 
calls to a colleague rather than 
putting your voicemail on. At 
least 25% of people don’t leave 
voicemails. By diverting the 
phone to someone else, you are 
ensuring the call is answered and 
dealt with accordingly.

Poor communication is a big 
time management problem and 
should be eliminated. The quality 
of information is important, if the 
communication is poor then the 
message received will be hard to 
understand and can easily lead to 

confusion and more time wasting.
Ultimately, training ourselves and our teams to make 

more effective and consistent business decisions can be 
really helped by time management. A shift in focus and 
following the steps above will allow you to take control  
of your workload rather than letting it rule you.

Many of us struggle with time management issues 
both at work and in our personal lives. Juggling a 
heavy workload with not enough hours in the day can 
leave us feeling like we are drowning, causing anxiety 
and stress and often resulting in nothing getting 
completed properly.

However, a few simple steps can help you manage 
your time more effectively and stop the feeling 
that you are chasing your tail. 
Managing your time better will 
not only benefit you but the 
people around you.

First of all plan and prepare. 
The reason we often avoid 
planning is because it takes 
too long. Write a to-do list. Split 
it into what needs to be done 
now, what can be done later, 
what someone else can do 
and what isn’t urgent and can 
be done at a later date. If you 
need to involve other people 
book team time or schedule 
telephone calls when you know 
they are going to be available. It 
is also a fact that too many of us try to do too much 
and it is often difficult to admit we can’t do everything 
and we end up leaving tasks unfinished. Divide 
projects into manageable chunks and apply the same 
kind of to-do list. Before you know it, that big project 
that seemed insurmountable, will be finished.
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