
Actions to complete

Today:

1

2

3

4

5

Later:
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2

3

4

5

Reflections on my day 
Low High

Effectiveness: 1 2 3 4 5 6 7 8 9 10

Enjoyment: 1 2 3 4 5 6 7 8 9 10

What I did today that was really different:

1

2

3

4

THURSDAY

Time Appointment Work

0800

0830

0900

0930

1000

1030

1100

1130

1200

1230

1300

1330

1400

1430

1500

1530

1600

1630

1700

1730

1800

1830

1900

My diary entry

Management idea in a minute 

People have preferred ways in which
they best learn:

Stage 1 – Having an experience
(Activists)

Stage 2 – Reviewing the experience
(Reflectors)

Stage 3 – Concluding from the
experience (Theorists)

Stage 4 – Planning the next steps
(Pragmatists)

From: Learning process and style –
Peter Honey 



Time Appointment Work

0800

0830

0900

0930

1000 Review day’s schedule with secretary/PA

1030

1100

1130 Mediating partner dispute on a key client plan

1200

1230

1300

1330

1400 Update relationship partner

1430

1500 Dictate notes

1530

1600 Meet new partner nominations

1630

1700

1730

1800

1830

1900

Quote for the
day: 

“Plans are only
good intentions
unless they
immediately
degenerate into
hard work”

Peter Drucker

FRIDAY

Shown below is an example of the diary of a perfect managing partner for a Friday.
Complete your diary to see how it compares. At the end of each day note down your
reflections and actions for the future.

Key questions to ask your 
partners today

What makes a good leader?
Traits suggested by Kilpatrick & Locke
include:
•  Drive to achieve
•  Motivation to lead
•  Honesty and integrity
•  Self confidence
•  Ability to withstand setbacks
•  Knowledge of the business
•  Managing the perceptions of others in 

relation to these characteristics

Research reminder

Harte and Dale researched the way clients
judged service quality in accounting,
architectural, engineering and consultancy
firms and found the following factors:
•  Reliability 
•  Tangibles 
•  Timeliness
•  Assurance
•  Fees 
•  Empathy

Definition reminder 

Breakfast meeting with heads
of support departments

PA time – Work plan for week ahead
Signing urgent papers

Performance management is

establishing a framework in

which performance by

individuals can be directed,

monitored, motivated and

rewarded and whereby links in

the cycle can be audited.

Mabey and Salaman

Travel to and attend
informal staff drinks

Appraisal for head of
department

Lunch with major
referrers of work

Teleconferencing with
overseas associates

Contingency time – Set aside
for dealing with urgent matters

Review web for information on
market changes – Travel home

Pack bags for urgent weekend work 
Advise outcome of partnership nominations
to heads of departments

Brief on quarterly results and
strategy from department C

IT meeting on project
management of new
estimating software

Provide welcome address
at client seminar



Last week a personnel director told me that the

pervading atmosphere in his organisation – a large

and well known one – was that of fear. Not fear of

physical violence, but fear of stepping out of line,

the fear of making a mistake, of offending the

wrong person, of anticipating the boss and
anticipating incorrectly. The most insecure place

today, it sometimes seems, is inside a large
organisation. Who knows for whom the bell will toll

if this quarter’s results are less than what was

budgeted? The result is a world where eyes are

turned down, heads are kept below the parapet

and corridors of role-players keep their noses

clean. Not the sort of place that is going to appeal

to the adventurous and talented young, whom in

strategy reviews, we say we so badly need. We

need to look for quality in work and life, as well as

quantity.
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Reflections on my day 
Low High

Effectiveness: 1 2 3 4 5 6 7 8 9 10

Enjoyment: 1 2 3 4 5 6 7 8 9 10

What I did today that was really different:
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FRIDAY

Time Appointment Work

0800

0830

0900

0930

1000

1030

1100

1130

1200

1230

1300

1330

1400

1430

1500

1530

1600

1630

1700

1730

1800

1830
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My diary entry

Management idea in a minute 

From: Beyond Certainty – 
Charles Handy



Quote: 

“Most boards are spending
too much of their valuable
time on internal
operational efficiency
(doing things right) at the
expense of external
operational effectiveness
(doing the right things).” 

From: The New Marketing:
Transforming the corporate
future – Malcolm McDonald
and Hugh Wilson

THE WEEK IS OVER

Key thoughts, insights and ideas:

Monday 1

2

3

4

Tuesday 1

2

3

4

Wednesday 1

2

3

4

Thursday 1

2

3

4

Friday 1

2

3

4

My daily assessments were as follows:

Effectiveness Enjoyment
Low High Low                  High

Monday 1 2 3 4 5 6 7 8 9 10 1 2 3 4 5 6 7 8 9 10

Tuesday 1 2 3 4 5 6 7 8 9 10 1 2 3 4 5 6 7 8 9 10

Wednesday 1 2 3 4 5 6 7 8 9 10 1 2 3 4 5 6 7 8 9 10

Thursday 1 2 3 4 5 6 7 8 9 10 1 2 3 4 5 6 7 8 9 10

Friday 1 2 3 4 5 6 7 8 9 10 1 2 3 4 5 6 7 8 9 10

Overall 1 2 3 4 5 6 7 8 9 10 1 2 3 4 5 6 7 8 9 10

Reflecting on my week



Problems resolved:

1

2

3

4

Achievements:

1

2

3

4

Things that I learned:

1

2

3

4

Areas for improvement:

1

2

3

4

THE WEEK IS OVER

Activity Hours % of time Was this a good use of my time?

BY FUNCTION

Partners & staff 

Clients

Operations

Finance

Premises/Facilities

TOTAL 100%

BY ACTIVITY

Reacting to problems

Anticipating problems

Exploring opportunities

Planning for future success

TOTAL 100%

Looking back over the week, my time seemed to be split as follows:

Summary
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