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New Year’s resolutions or not, 
getting more organized, setting 
priorities, and focusing the time 

you have on what matters most, are worth 
the effort. What better time than now 
– the beginning of this new year – to do 
so. The benefits are numerous: increased 
productivity, reduced stress, and im-
proved relationships, to name a few.

I had the opportunity to renew my 
thinking on this very topic a few weeks 
before the holidays, while engaged in a 
program called “5 Choices.” I found the 
experience and information both enlight-
ening and rejuvenating. Even if it’s just 
common sense, my guess is that it’s not 
common practice. That’s where the chal-
lenge comes in, and why the timing seems 
right as we begin this new year.  

ConsistenCy in FoCus 
Certainly one of the keys is consistency. 

When we consistently focus our energy 
and attention on high-quality/high-value 
decisions, we can achieve so much more, 
both professionally and personally. The 
trick is finding the right balance. It starts 
with putting our “minds” in the right place 
so that we can indeed focus our time, en-
ergy, and attention more consistently. So, 
daily, are you just sorting out the “chaos” 
– moving from one urgent reaction to an-
other? Or, are you acting on what is really 
important in a proactive manner?  

It has been said that so many of us 
spend our waking hours getting things 
done without ever stopping to ask: 
“Are these the right things to be do-
ing?” Indeed, we are products of the 
new information society/age, which has 
added increasing levels of complexity and 

distraction to an already overloaded work 
life. However, as human beings we have 
the ability to discern – use our insight and 
understanding – to make better choices.  

Making ChoiCes
Ultimately, it’s all about the choices we 

make anyway. Do we have to be doing 
something important to be busy? Un-
fortunately, NO – being busy does not 
necessarily mean productivity. Charles 
Hummel called it the “Tyranny of 
Urgency,” where the focus is on crises, 
emergency meetings, last-minute dead-
lines, etc, which many times are viewed 
as a necessity. Yet, taken to the extreme, 
we can easily burn out. The work of the 
facilities professional can certainly breed 
this type of urgency addiction.  

We need to be strategic about our 
choices to achieve a greater return on 
our time and energy. Instead of being a 
product of our circumstances, we can be 
a product of our choices. Choosing to 
refocus these activities into ones that are 
more proactive and planned, creative and 
goal-oriented helps manage our time on 
the most important things. The challenge 
is great, yet the benefits are arguably and 
measurably greater over time. 

For example, if you have 10 to 15 wildly 
important goals, then in reality you prob-
ably don’t have any important goals.  A 
simple technique for making such choices 
is that in the moment of choice ask, “Is it 
important?” Then pause, clarify, and final-
ly decide for yourself – is it really impor-
tant? The simple act of asking the question 
and pausing to consider its real importance 
can make a big difference in your ability to 
say NO to those less than important things 

in life. By doing this, more often than not 
you will find that your focus is on people 
and relationships rather than things and 
events. It is a natural outcome – and a very 
positive one – if you pause to do this each 
time you’re faced with a choice.  

A clear and compelling purpose pro-
vides the breeding ground for setting our 
priorities helping us discern the things 
that are worthy  of our time and atten-
tion. It changes the game mentally (our 
thoughts) which is the beginning point 
for action. This way, we get the right 
things done and our success rate goes up 
appreciably. “How you spend your time is 
how you spend your life. How you protect 
your time is how you protect your life.” 
Use your calendar accordingly.  Block out 
time for planning, organizing, and put-
ting the people that are most important 
in your life on your calendar first.  This 
builds-in defenses for these things, en-
sures follow-through and consistency, and 
gives balance and perspective to achieve 
the first things in life, which will pay-out 
exponential dividends over time.

CHOICES – What Matters the Most?
By E. Lander Medlin



teChnology: tool or tyrant
Certainly technology can be a tool or 

a tyrant! It can rule your life if you let it. 
What you want is to find the right technol-
ogy tools to ensure alignment, thus using 
technology to support your needs, not the 
other way around. Treat technology like 
you would any other important choice, by 
pausing, clarifying, and then deciding what 
is most important in fulfilling your needs. 
Leonardo da Vinci said, “Simplicity is the 
ultimate sophistication.” Consider your use 
of technology with the same end in mind. 

One suggestion I have found useful in 
managing everything that comes into my 
technological in-box is the OHIO rule – 
“Only Handle It Once!” Are you handling 
the information coming in only once? If 
not, use this time to consider how you 
could do so. “When you turn important 
action items from an e-mail into a specific 
task or appointment, your odds for accom-
plishing those things go up dramatically.” 

the Four “rs”
One final point: you must continually 

fuel your own fire making sure that you 
are renewed, restored, refreshed, and 
replenished every day. Create patterns of 
consistent renewal in such areas as how 
often you move, what you eat, and how 
much sleep you get. Make time to relax, 
and for those you need to connect with 
daily, so you keep your fire burning, in-
stead of burning out. Know what matters 
most, and then create a set of boundaries 
so that every day, you will do what matters 
most to you. If you do, you will not only 
achieve your goals, but also feel fulfilled, 
inspired, and inspire those around you.  

Here’s to a great year!   

Lander Medlin is APPA’s executive vice 
president; she can be reached at lander@
appa.org.     
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Specializing in Educational Facilities  

since 1964

Gale Associates, Inc.

800-366-1714

ejm@gainc.com

www.galeassociates.com

Building Envelope/Structural Services:
n Roof, wall, window/glazing, waterproofing, and structural 

evaluations and designs

n Construction phase assistance

n Building envelope design assistance and peer review for new 
construction; and historic, LEED-certified, and  
green roof facilities

n   Roof and building envelope management programs

n Forensic evaluations

Athletic and Recreation Facilities Design Services: 
n Comprehensive athletic campus evaluation and master planning

n Athletic facilities planning, permitting, and programming

n High-efficiency lighting, minimizing off-site impacts

n New track facilities, track renovations, and conversions

n All types of synthetic and natural turf fields
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