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Self-Management – A Few Tips
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1. At the end of a day, or first thing on a new day, take 5 minutes to list the activities and actions that you would like to/need to achieve and schedule these in. Try using a weekly planner – you’ll manage your time by managing your activities.

2. Publish your diary/ weekly planner and display it and try to stick to it. 

3. Establish a habit as to when you will look at your e-mails – remember they are never urgent and important – if they were, someone would have telephoned you instead! Usually 3 times a day is appropriate, say when you first arrive at your desk, second just before lunch, third around an hour before the end of your working day.

4. Consider producing a weekly schedule showing your planned activities and time-slots and indicate the times when others (e.g. the elders or other ‘direct reports’) can contact you.

5. Plan time-slots for the unpredictable and unforeseen activities – allow for these in the course of your week. Then important things will not get pushed out of the way when the demand rises.

6. Plan time-slots for making and returning phone-calls.

7. Consider how best to utilise your lunch-times, and don’t work through every one, take a break every so often.

8. Anything that isn’t both urgent and important can be diarised for a later date. 

9. Get the genuinely urgent jobs out of the way first – don’t be distracted by the bigger important jobs that can be done later.

10.  Be very deliberate in building in time for planning, research, reading, networking, relationship building, thinking, praying, creating, direction and strategy. All of these will often be neglected in the face of ‘urgent’ matters. If necessary plan where you will do these, away from distractions. As a rule of thumb aim to give toward 20% of your time toward this activity of working ‘on the ministry’ as opposed to spending all of your time working ‘in the ministry’.

11. Once a quarter build in a 2 day ‘retreat’ to focus on the bigger picture. Ask – what does the Lord want me to know about Him (and if a leader – what does He want the people to know about Him); what does He want me to do and how will that take place in my ministry over the next season?

A free resource from Leadership First – www.leadershipfirst.co.uk


[image: image1]