
 

Artist, Educator, Administrator: 

…So Many Hats, So Little Time 
 

CLINICIAN: 

Dr. Charles T. Menghini 

 
SPONSOR: 

Hal Leonard Corporation 

 

 

 

Texas Bandmasters Association 

2014 Convention/Clinic 
 

 

 
2014 Patron Sponsor  

 

JULY 27-30, 2014 
HENRY B. GONZALEZ CONVENTION CENTER 

SAN ANTONIO, TEXAS 



Ar#st,	
  Educator,	
  Administrator:	
  
…So	
  Many	
  Hats,	
  So	
  Li8le	
  Time	
  

Dr.	
  Charles	
  T.	
  Menghini	
  
VanderCook	
  College	
  of	
  Music	
  

Sponsored	
  by	
  Hal	
  Leonard	
  



We	
  wear	
  many	
  hats	
  

PROFESSIONAL	
  
Ar#st,	
  Educator,	
  Administrator…	
  

PERSONAL	
  
Husband,	
  Wife,	
  Partner,	
  Parent,	
  Friend…	
  	
  



And we all have the same problem 



We’re stuck between the 
idiots that make the 
decisions and the 
morons that won’t 

follow our instructions. 



A	
  Few	
  Basics…	
  

•  We	
  have	
  to	
  learn	
  to	
  do	
  some	
  simple	
  things	
  
•  We	
  must	
  do	
  them	
  repeatedly	
  un#l	
  they	
  
become	
  a	
  part	
  of	
  who	
  we	
  are,	
  un#l	
  they	
  
become	
  a	
  habit	
  

•  This	
  is	
  not	
  an	
  intelligence,	
  it	
  is	
  a	
  learned	
  skill	
  



As	
  People	
  We	
  

•  Must	
  not	
  allow	
  ourselves	
  to	
  be	
  defined	
  by	
  our	
  
work	
  

•  We	
  have	
  incredible	
  human	
  poten#al	
  

•  Must	
  find	
  that	
  balance	
  between	
  our	
  lives	
  and	
  
our	
  work	
  

•  Our	
  work	
  must	
  add	
  to	
  the	
  quality	
  of	
  our	
  lives,	
  
not	
  become	
  the	
  quality	
  of	
  our	
  lives	
  



As	
  Professionals	
  We	
  

•  Produce	
  ideas,	
  knowledge	
  and	
  informa#on	
  
•  Must	
  have	
  confidence	
  that	
  we	
  can	
  get	
  the	
  job	
  
done	
  

•  Need	
  to	
  act	
  



We	
  Work	
  With	
  Knowledge	
  

! We	
  must	
  make	
  decisions	
  
! Our	
  product	
  may	
  be	
  defined	
  by	
  our	
  results	
  

! But	
  our	
  goal	
  should	
  be	
  in	
  what	
  we	
  contribute	
  
! Our	
  decisions	
  carry	
  more	
  weight	
  than	
  the	
  
work	
  of	
  all	
  of	
  our	
  students	
  combined	
  



Reali#es	
  

1.  Our	
  #me	
  is	
  not	
  ours.	
  	
  Once	
  we	
  are	
  at	
  work,	
  
our	
  #me	
  is	
  everyone	
  else’s	
  

2.  We	
  are	
  looking	
  at	
  life	
  from	
  the	
  inside	
  out	
  

3.  We	
  have	
  to	
  rely	
  on	
  the	
  work	
  of	
  others	
  
(administrators,	
  colleagues,	
  parents,	
  
students,	
  and	
  community)	
  in	
  order	
  to	
  do	
  
what	
  we	
  need	
  to	
  do	
  



Strategies	
  

1.  We	
  have	
  to	
  know	
  where	
  we	
  spend	
  our	
  #me	
  
2.  We	
  have	
  to	
  embrace	
  giving	
  our	
  #me	
  away	
  

3.  Look	
  for	
  the	
  things	
  we	
  do	
  well	
  and	
  build	
  on	
  
them	
  

4.  Realize	
  less	
  is	
  more	
  

5.  Make	
  decisions	
  that	
  	
  are	
  in	
  the	
  best	
  interests	
  
of	
  the	
  whole	
  



We	
  Manage	
  Time	
  Not	
  Tasks	
  

! Our	
  supply	
  of	
  #me	
  is	
  finite.	
  	
  We	
  can’t	
  buy	
  
more	
  #me	
  

! We	
  have	
  to	
  know	
  when	
  we	
  are	
  most	
  
produc#ve	
  

! We	
  need	
  to	
  find	
  the	
  large	
  blocks	
  of	
  #me	
  

! We	
  need	
  to	
  find	
  blocks	
  of	
  #me	
  when	
  we	
  will	
  
not	
  be	
  interrupted	
  



Time…	
  



Working	
  Together	
  

	
  …too	
  much	
  interac#on	
  usually	
  leads	
  to	
  
problems	
  of	
  human	
  rela#ons	
  resul#ng	
  
in	
  disagreements,	
  dislike,	
  jealousy,	
  
feuds,	
  and	
  fric#ons…	
  people	
  get	
  in	
  
each	
  other’s	
  way	
  





Crea#ng	
  Time	
  



Crea#ng	
  Time	
  (cont)	
  



Things	
  That	
  Waste	
  Time	
  



Knowing	
  YOUR	
  Time	
  



Remember…	
  

MANAGE	
  TIME	
  

PRIORITIZE	
  THINGS	
  



Open	
  and	
  Closed	
  Thinking	
  

•  In	
  order	
  to	
  be	
  crea#ve,	
  we	
  must	
  be	
  able	
  to	
  be	
  
in	
  a	
  relaxed	
  state,	
  something	
  that	
  allows	
  us	
  to	
  
see	
  possibili#es	
  rather	
  than	
  limita#ons	
  

•  Our	
  thinking	
  must	
  be	
  OPEN	
  

•  This	
  takes	
  #me,	
  it	
  is	
  something	
  that	
  we	
  must	
  
work	
  at,	
  and	
  stay	
  with	
  un#l	
  it	
  happens	
  

•  The	
  crea#ve	
  process	
  provides	
  op#ons	
  
•  We	
  cannot	
  rush	
  or	
  force	
  the	
  crea#ve	
  process	
  



Open	
  and	
  Closed	
  Thinking	
  (cont)	
  

•  Crea#vity	
  happens	
  at	
  the	
  strangest	
  moments	
  
– Driving	
  the	
  car	
  
– Taking	
  a	
  shower	
  

•  We	
  need	
  to	
  be	
  in	
  state	
  of	
  relaxa#on	
  or	
  at	
  the	
  
very	
  least	
  not	
  intently	
  focused	
  on	
  a	
  specific	
  
situa#on	
  or	
  problem	
  

•  Our	
  mind	
  must	
  be	
  free	
  from	
  distrac#on	
  

•  We	
  must	
  allow	
  our	
  mind	
  to	
  relax	
  



Open	
  and	
  Closed	
  Thinking	
  (cont)	
  

•  This	
  open	
  mode	
  or	
  crea#ve	
  process	
  is	
  an	
  
integral	
  part	
  of	
  leadership	
  

•  It	
  helps	
  us	
  to	
  realize	
  and	
  define	
  a	
  vision	
  and	
  
realize	
  our	
  mission	
  

•  Once	
  we	
  establish	
  what	
  it	
  is	
  we	
  want	
  to	
  do,	
  we	
  
must	
  then	
  switch	
  gears	
  and	
  do	
  the	
  task	
  at	
  
hand.	
  



Open	
  and	
  Closed	
  Thinking	
  (cont)	
  

•  Entering	
  into	
  the	
  “closed”	
  mode	
  is	
  gedng	
  
things	
  done.	
  

•  The	
  object	
  of	
  closed	
  thinking	
  is	
  to	
  focus	
  on	
  the	
  
tasks	
  at	
  hand.	
  

•  This	
  is	
  management.	
  

•  Here	
  we	
  not	
  only	
  do	
  the	
  “right	
  things,”	
  we	
  also	
  
need	
  to	
  do	
  “things	
  right”	
  



The	
  Tools	
  of	
  the	
  Trade	
  

– Calendar	
  	
  
• Time	
  Management	
  

– Lists	
  
• Task	
  Priori#za#on	
  

– Files	
  
• Resources	
  and	
  Reminders	
  



The	
  Calendar	
  
•  MONTHLY	
  CALENDAR	
  
– Boulders	
  
– Rocks	
  

•  Weekly	
  Calendar	
  
– Stones	
  
– Pebbles	
  

•  Daily	
  Calendar	
  
– Sand	
  
– Water	
  



The	
  Calendar	
  

•  Monthly	
  Calendar	
  
–  Iden#fying	
  days	
  of	
  #me	
  

•  Weekly	
  Calendar	
  
–  Iden#fying	
  hours	
  (chunks)	
  of	
  #me	
  
– Here	
  is	
  where	
  we	
  assign	
  the	
  big	
  projects	
  

•  Daily	
  Calendar	
  
–  Iden#fying	
  discre#onary	
  #me	
  



Monthly	
  Calendar	
  

•  Boulders	
  
– Birthdays,	
  Anniversaries	
  
– Holidays	
  
– Major	
  Events	
  	
  
– Vaca#ons	
  
– Trips	
  



Monthly	
  Calendar	
  

•  Rocks	
  
– Start	
  and	
  End	
  of	
  School	
  
– Concerts,	
  Fes#vals,	
  Contests,	
  Conven#ons	
  
– Regular	
  Monthly	
  Mee#ngs	
  

•  Faculty,	
  Boosters	
  
– Tes#ng	
  Dates	
  
– Time	
  You	
  Do	
  Not	
  Want	
  To	
  Commit	
  

•  “SOMETHING”	
  



Weekly	
  Calendar	
  

•  Stones	
  
– Class	
  Schedule	
  
– Class	
  Prepara#on	
  &	
  Score	
  Study	
  
– Regular	
  Appointments	
  

•  Religious	
  Services	
  
•  Faculty	
  –	
  Staff	
  Mee#ngs	
  

– Other	
  Ac#vi#es	
  
•  Community	
  Band,	
  Individual	
  Prac#ce	
  
•  Personal	
  Health	
  –	
  Workouts,	
  Running	
  



Weekly	
  Calendar	
  

•  Pebbles	
  
– Addi#onal	
  Appointments	
  or	
  Mee#ngs	
  

– Special	
  Events	
  You	
  Would	
  Like	
  to	
  A8end	
  
– Grocery	
  Shopping,	
  Laundry	
  
– Planning	
  for	
  Next	
  Week	
  

– Uncommi8ed	
  Time:	
  	
  “Something”	
  



Daily	
  Calendar	
  

•  Sand	
  
– Emails	
  

– Phone	
  Calls	
  
– Communica#ons	
  
– Grading	
  Assignments	
  



Daily	
  Calendar	
  

•  Water	
  
– Running	
  Errands	
  
– Reading	
  
– Watching	
  Television	
  
– Social	
  Media	
  	
  

– Shopping	
  



Time	
  Management	
  

A	
  good	
  money	
  manager	
  will	
  tell	
  you	
  to	
  pay	
  
yourself	
  first	
  

A	
  good	
  #me	
  manager	
  will	
  tell	
  you	
  to	
  do	
  the	
  
same.	
  	
  Protect	
  your	
  #me	
  first	
  

To	
  create	
  #me	
  in	
  your	
  life	
  you	
  need	
  to	
  learn	
  a	
  
new	
  word….	
  



No	





The	
  List	
  

•  Write	
  it	
  down	
  and	
  you	
  don’t	
  have	
  to	
  
remember	
  it	
  –	
  make	
  it	
  comprehensive	
  

•  Categorize	
  the	
  list	
  
– A,B,C	
  

•  Priori#ze	
  the	
  categories	
  
– 1,	
  2,	
  3	
  

•  First	
  things	
  first	
  
•  Assign	
  a	
  #me	
  to	
  each	
  item	
  



The	
  List	
  (cont)	
  

•  Once	
  you	
  write	
  the	
  list	
  you	
  need	
  to	
  organize	
  
the	
  list	
  
– Ac#vity	
  or	
  Group	
  
– Person	
  
– Chronologically	
  

•  We	
  con#nually	
  add	
  (and	
  cross	
  off)	
  things	
  on	
  
the	
  list	
  

•  The	
  list	
  never	
  gets	
  shorter	
  



The	
  List	
  (cont)	
  

•  The	
  list	
  is	
  like	
  learning,	
  the	
  more	
  I	
  know,	
  the	
  
more	
  I	
  know	
  I	
  don’t	
  know	
  
– The	
  more	
  I	
  do,	
  the	
  more	
  things	
  I	
  see	
  that	
  I	
  can	
  do	
  
or	
  that	
  needs	
  to	
  be	
  done	
  

•  We	
  review	
  the	
  list	
  (at	
  least)	
  every	
  day	
  

•  We	
  can	
  only	
  do	
  one	
  thing	
  at	
  a	
  #me	
  



Your	
  Files	
  

•  Ac#ve	
  
– Projects	
  currently	
  in	
  progress	
  

•  Stored	
  
– Reference	
  materials	
  

•  Resource	
  
– Paperwork	
  associated	
  with	
  tasks	
  to	
  be	
  done	
  

•  Tickler	
  
– Paperwork	
  that	
  has	
  a	
  definite	
  due	
  date	
  



Your	
  Files	
  (cont)	
  

•  Keep	
  a	
  directory	
  of	
  all	
  your	
  stored	
  files	
  
–  Provides	
  an	
  easy	
  way	
  to	
  find	
  materials	
  
–  Allows	
  you	
  to	
  see	
  how	
  you	
  label	
  items	
  to	
  aid	
  in	
  the	
  
crea#on	
  of	
  new	
  files	
  or	
  to	
  help	
  file	
  addi#onal	
  items	
  
into	
  exis#ng	
  files	
  

•  A-­‐Z	
  files	
  for	
  paperwork	
  associated	
  with	
  tasks	
  to	
  be	
  
done	
  work	
  well	
  
–  Assign	
  a	
  le8er	
  to	
  the	
  item	
  and	
  file	
  it	
  

•  A	
  three	
  ring	
  binder	
  with	
  monthly	
  dividers	
  works	
  
well	
  for	
  a	
  #ckler	
  file	
  



Ideas	
  To	
  Help	
  Save	
  Time	
  

•  Mee#ngs	
  
•  Assessments	
  

•  General	
  Organiza#on	
  and	
  Administra#on	
  of	
  
your	
  program	
  



	
  Mee#ngs	
  



Developing	
  An	
  Agenda	
  

•  Call	
  The	
  Mee#ng	
  To	
  Order	
  
–  State	
  the	
  purpose	
  of	
  the	
  mee#ng	
  

•  A8endance	
  (if	
  necessary)	
  

•  Open	
  Forum	
  (if	
  necessary)	
  

•  Read	
  the	
  minutes	
  from	
  the	
  previous	
  mee#ng	
  
or	
  recap	
  what	
  was	
  accomplished	
  at	
  the	
  
previous	
  mee#ng.	
  

•  Provide	
  a	
  financial	
  report	
  (if	
  necessary)	
  



Developing	
  An	
  Agenda	
  (cont)	
  

•  Addi#ons	
  to	
  the	
  agenda	
  
•  Commi8ee	
  Reports	
  (If	
  necessary)	
  

•  Old	
  Business	
  
–  Item	
  
–  Item	
  

•  New	
  Business	
  
–  	
  Item	
  

–  Item	
  



Developing	
  An	
  Agenda	
  (cont)	
  

•  General	
  Announcements	
  
•  Open	
  Forum	
  (if	
  necessary)	
  

•  Closed	
  Session	
  (If	
  necessary)	
  

•  Adjournment	
  



Running	
  Mee#ngs…	
  



Assessments	
  

•  Don’t	
  assign	
  anything	
  you	
  are	
  not	
  willing	
  to	
  
assess	
  or	
  grade	
  

•  Two	
  measures	
  of	
  music	
  is	
  plenty	
  

•  Develop	
  your	
  criteria	
  and	
  grading	
  system	
  

•  Start	
  where	
  student	
  will	
  be	
  successful	
  
•  Test	
  your	
  best	
  students	
  first 	
  	
  
•  Inform	
  them	
  in	
  advance	
  –	
  no	
  surprises	
  

•  Make	
  assessments	
  a	
  regular	
  part	
  of	
  class 	
  



Teach	
  Band	
  or	
  Orchestra?	
  

•  If	
  you	
  teach	
  band	
  and	
  orchestra,	
  you	
  owe	
  it	
  to	
  
yourself	
  to	
  check	
  out	
  Hal	
  Leonard’s	
  ESSENTIAL	
  
ELEMENTS	
  INTERACTIVE	
  program.	
  	
  It	
  comes	
  as	
  
FREE	
  supplement	
  to	
  the	
  Essen#al	
  Elements	
  
Method	
  for	
  Band	
  and	
  Orchestra.	
  	
  	
  



Essen#al	
  Elements	
  Interac#ve	
  

•  Music	
  Studio	
  
•  Resources	
  
•  Assignments	
  

•  Communica#on	
  

•  Calendar	
  

•  Finally,	
  Teachers	
  –	
  Students	
  –	
  Parents	
  on	
  the	
  
same	
  page.	
  



So,	
  As	
  You	
  Plan	
  For	
  Your	
  Future	
  



GOOD	
  LUCK!	
  
and	
  

THANK	
  YOU!	
  

Thanks	
  to	
  my	
  friends	
  at	
  	
  
Hal	
  Leonard	
  

for	
  their	
  support.	
  



Please	
  feel	
  free	
  to	
  contact	
  me	
  Charlie	
  Menghini	
  

cmenghini@vandercook.edu	
  


	Menghini cover sheet
	Artist, Educator, Administrator.pdf

