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Presenter: Erin Bent, Senior Director with Next Level Exchange

Planning and Habits

Erin Bent is the Senior Director of Training Services for Next Level Exchange and Director of
Training for Kaye/Bassman International. Erin joined Kaye/Bassman in 2007 as a Senior Search
Consultant specializing exclusively in the Consumer Products industry focusing primarily in sales
and sales support roles. In 2011, she launched Next Level Exchange’s sales team and now
oversees the team of Client Service Directors who showcase Next Level’s array of services
throughout the recruiting industry.

Erin is a key facilitator for the Foundation Training Program for new hires and conducting ongoing
learning and development. This core training program applies to all associates at each stage of
career progression, from the basic recruiting fundamentals, to effective marketing techniques, to
more sophisticated curriculum for long-term development.

As planning is key to your recruiting success, Erin shows us five specific key points to creating new
habits, and make them gel in your planning process.

Meeting: “Planning and Habits” by Erin Bent
If you are reviewing this episode with a team, watch the entire Episode.

(Facilitator): As Erin shared in this episode, there’s a difference between interest and commitment.
When you're interested in doing something, you do it only when it's convenient. When you are
committed to something, you accept no excuses; only results. Whether you want the end result to
be a habit of planning, or a different area in your life, take a few minutes to go through the five
guestions and steps covered in this episode.

Step 1. Decide the type of person you want to be; belief that your new habit(s) will eventually help
you in the long run or you are doing something that you don’t really believe in and you might as well
not even start in the first place. Take a moment and describe your ideal recruiting self — what does
your production look like, what do your habits look like, and what does your day entail? Be specific.

Step 2: Start small and be specific; start one step at a time. Instead of claiming that you “want to be
better at planning” substitute with “I am going to plan from 5-6p each day.” What are your specific
and small goals that you will start with?

Goal #1:

Goal #2:

Goal #3:
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Step 3: Break your habits into chunks so that you can maintain momentum. In short, distractions
come at you frequently and take you away from your committed activities. What will your scheduled
time zones be for your habits listed in Step 2, and what are the distractions you know you need to
eliminate now in order to maintain momentum?

Goal #1 Time Zone and Distractions to Eliminate:

Goal #2 Time Zone and Distractions to Eliminate:

Goal #3 Time Zone and Distractions to Eliminate:

Step #4: When you slip, get back on track. You are not expected to be perfect, but steps should be
taken to right the ship when it starts to wobble. Who will help hold you accountable, make you feel
good for your consistent achievement of new habits yet also help make sure you do not have more
than one day in a row of failure?

Step #5: Be Patient — this will take time! Recruiters are naturally wired to have low levels of
patience; it’s part of what drives us to push the recruiting process forward and make things happen
sooner rather than later. The pursuit of long-term change poses challenges relevant to professionals
in a variety of work settings, since we all have to balance short-term demands with long-run
objectives and strategies. When in doubt, go back to Step 1. Do you still want to be the person you
envisioned? If so, do not let who you are stand in the way of who you can become!

You May Hate Planning, But You Should Do It Anyway by Elizabeth Grace Saunders

Some of the smartest people that | have ever met struggle with convincing themselves to do one
thing: plan their work.

They’re off the charts in terms of analyzing all sorts of things from manufacturing processes to
stocks to nuclear particles. But when it comes to their own time management or laying out a plan to
get a big project done, they balk. Something about scheduling makes their brains shut down, and
they can go from brilliant to blank in an instant.

One of the reasons these individuals struggle is because they can get away with not planning for
much longer than most. If you have some charisma and a strong ability to cram, you may have been
able to pull off decent work at the last minute — or at least find ways to get an extension. If you can
continue in this way without any major issues, there’s no need to change.

But as time demands increase — you get a new job, you’re short staffed, you get married or have
kids, or your health changes — a life without planning or routines can make you tired at best, and
miserable at worst. At some point, you need to decide that it's worth the time and effort to create
plans and routines. Based on my experience with time management clients, here are some tough
truths about planning that every individual needs to accept before moving forward. Once you accept
them and make planning a habit, you can harness its power to create a happier, healthier, and more
productive life.
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Planning will trigger pain — at least initially. If you have very weak planning patterns in your
brain, you will literally feel pain when you begin to plan. It’s like when you start a new exercise
routine and work out muscles that you didn’t even know that you had. But as you develop the habit

of planning, the pain associated with it usually decreases. And the more positive reinforcement you
get only increases, the more you do it.

For example, Camille Fournier, former CTO of Rent the Runway, described the pain and reward of
planning. She faced stress and frustration when she first began planning her projects, explaining
how her boss would dissect her plans — anywhere that had uncertainty or risk — and ask her to go
back and reconsider it. “It was absolutely dreadful,” she said, “and | found myself deeply frustrated
and impatient throughout the process. And yet, at the end of it all, we broke this big project down into
deliverable chunks, and | went on to successfully lead a significant architectural change that ran
close to on schedule, despite its complexity. The memory of the frustration of planning is burned into
my brain, but so is the memory of the huge accomplishment that came out of that planning.”

In some cases, planning works best when you don’t have to go it alone. Consider planning out a
major project as a team or at least with one other person. Depending on the size of the team and the
overlap of the work, it can also make the process easier to break down monthly goals into a weekly
plan together.

Planning takes longer than expected (and so does the work). It’s typical for planning your week
to take 30-60 minutes and project planning to take much longer. For those unfamiliar with planning,
this can seem like an excessive amount of time. But for those who have seen its power, they
understand that one hour a week can make hundreds of hours of thoughtful work less stressful and
more productive.

What's more, part of the benefit of planning is that you gain greater clarity on how long work actually
takes versus how long you thought it would take. This can lead to some more frustration initially
because you have to face the fact that the reality is different than what you hoped. Planning also
doesn’t mean that everything will go according to schedule. But it does allow you to know early on if
something goes off-course, so you can do something about it, rather than getting stuck with little to
no options later.

Things tend to go better when you plan. When you plan, you’ll often discover some hard truths
about what it will take to accomplish a project or simply get your work done this week. This can feel
a bit uncomfortable because you’re no longer in a happy imaginary world where there’s an infinite
amount of time, you can get everything done all at once, and make everyone happy. But discovering
these facts as early as possible gives you the ability to quickly negotiate expectations on
deliverables or pull in more resources on a project. It’s also helps you to confidently set boundaries
and decide what you’re going to do for the day because you're aware of your full array of options
and the current priorities. This maximizes your effectiveness and allows you to consistently set and
meet expectations.

Planning becomes the canary. In the past, miners brought canaries into mines as an early
detection warning system. If the canaries died, it was a sign that the toxic gases were rising and the
miners needed to get out. Planning can provide the same sort of early warning signals — if you veer
significantly off of your estimated plan, it’s a sign that something is wrong and adjustments need to
be made. Having a plan and checking against it allows you to notice and make those adjustments
before your projects or other time commitments are in major peril.

Many individuals who don'’t like to plan tend to abandon planning quickly, assuming that they have
things under control. But that sends them in a downward spiral. Keeping an eye on the plan and
making adjustments is just as important as delivering a complete product — it maintains process
stability. If you ignore the canary, you have a greater chance of failing, just because you didn’t notice
important signs.
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" Can planning be difficult? Yes. But is it possible for you to do more of it? Absolutely. The payoff of

going through the pain of planning can be huge in terms of increased productivity, decreased stress,
and most of all intentional alignment with what's most important.

Elizabeth Grace Saunders is a time management coach and the founder of Real Life E Time
Coaching & Speaking. She is author of How to Invest Your Time Like Money and Divine Time
Management.
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