Time Management – Part 1
The secret to managing your life and your time is found in the following process:

1. Live Your Priorities

Here is a model to help you to evaluate the priorities of your life. It is based on two ingredients: IMPORTANT and URGENT activities:

* Important – this is your most important things, your first things, activities that contribute to your mission and your goals.

* Urgent – these are pressing things, in-your-face-things, activities that demand immediate attention.

We can spend our time in one of four different quadrants – each quadrant contains different kinds of activities and is represented by a type of person:

	
	URGENT
	NOT URGENT

	IMPORTANT


	Q1 
The Procrastinator

* Exam tomorrow

* Friend gets injured

* Late for school

* Homework due today

* Tooth breaks
	Q2

The Prioritiser

* Planning, goal setting

* Essay due in a week

* Exercise

* Relationship

* Relaxation

	NOT IMPORTANT


	Q3

The Yes-Man

* Unimportant phone calls

* Interruptions

* Other people’s problems

* Peer pressure

* Trying to please everyone
	Q4

The Slacker

* Too much TV

* Endless phone calls

* Long computer games

* Too much time shopping

* Time wasters


We must figure out where we are spending the most of our time and make sure we are spending more time in Q2 – by saying no Q3 activities, shrinking Q1 by not procrastinating and cutting down on Q4 slacker activities.

What are some of the things you do that waste your time?

We spend too much time on urgent activities and not enough time on important activities.

What one thing can I do on a regular basis that will make a great difference in my life?

______________________________________________________________________________________
______________________________________________________________________________________

The answer to this question is an important activity - it is clearly important, but not urgent - because you are not doing it already. Important activities (like building relationships; writing a personal mission statements; doing long-range planning; exercising; engaging in preventative maintenance; preparation, etc), if done on a regular basis, will have a tremendous positive impact on your life and help you live your destiny!

2. Define Your Mission

* What you want to create of yourself and the world around you. (Peter Senge)

* What you want to be, do, feel, think, own, associate with and impact by some date in the future. (Dr. Linda Phillips-Jones)

* A clear mental picture of a preferable future imparted by God to His chosen servants based upon an accurate understanding of God, self and circumstances. (George Barna)

Writing a personal mission statement is a key to successfully time management! 

(1) What Do You Want to Be? What noun best reflects what you will ‘be’ for a lifetime?

(2) How Can You Become This? What verbs best describe the impact you want to make?

(3) Who Do You Want To Impact? What people groups do you want to impact?

(4) Why Do You Want To Live This Kind Of Life? What is the end product of your life?









My Mission is…

3. Identify Your Roles

These are the contexts in which you will live out your mission.

* List all the roles you have in life
* Group the roles into categories

* Select five or six roles to work with

1. ___________________________________________________
2. ___________________________________________________

3. ___________________________________________________

4. ___________________________________________________

5. ___________________________________________________

6. ___________________________________________________

4. Create Your Goals

Role #1: __________________________________

Goal 1: ________________________________________________________________________

Goal 2: ________________________________________________________________________

Goal 3: ________________________________________________________________________

Role #2: __________________________________

Goal 1: ________________________________________________________________________

Goal 2: ________________________________________________________________________

Goal 3: ________________________________________________________________________

Role #3: __________________________________

Goal 1: ________________________________________________________________________

Goal 2: ________________________________________________________________________

Goal 3: ________________________________________________________________________

Role #4: __________________________________

Goal 1: ________________________________________________________________________

Goal 2: ________________________________________________________________________

Goal 3: ________________________________________________________________________

Role #5: __________________________________

Goal 1: ________________________________________________________________________

Goal 2: ________________________________________________________________________

Goal 3: ________________________________________________________________________

Role #6: __________________________________

Goal 1: ________________________________________________________________________

Goal 2: ________________________________________________________________________

Goal 3: ________________________________________________________________________

5. Plan Your Week

There are six steps that will help you turn your mission into reality. You should consider using a weekly planner. A daily planner is so ‘close up’ that you end up focussing on what is right in front of you and urgency and efficiency can take the place of importance and effectiveness. Using a weekly planner is a better tool as it helps you focus on fulfilling your mission. 

(1) Review your Mission

The first step in programming for the coming week is to connect with what is most important in your life. The key to this connection is referring to your mission statement that reminds you of what is most important in your life and that which gives your life meaning. This process will also help you to schedule into your week a significant number of important activities.

(2) Identify your Roles

Now you make a list of all the roles you fulfil in life. The total number of roles must not exceed six as it is difficult to mentally manage too many. If you have more roles, you could combine some of them (i.e. family - for husband, father and brother). 

(3) Create your Goals

Next, you should think important results to accomplish in each role during the next seven days. You can create goals by asking yourself: “What is the most important thing I could do this week to have the greatest positive impact.” While many goals may come to mind, you should limit yourself to one or two important goals for each role. 

(4) Schedule your Activities

Most people are always trying to find time for important activities in their busy lives. They move, delegate, cancel or postpone things - trying to find time to do important things, but the secret is not to prioritise the schedule but to schedule the priorities. You also need to create time zones - these are big chunks of time that are set aside for important activities. Here is how to go about scheduling your activities:

(a) Identify Your Big Rocks

Look ahead through the week and make a list of all the things you must accomplish that week. Another key is to think through your roles in life and think of one or two important things you need to get done for each of your roles.

(b) Block Out Time For Your Big Rocks

Get to your weekly planner and allocate time for the important things before you week gets filled up with little, lesser important things.

(c) Schedule Everything Else

Now you can fill in the little to-dos, daily tasks and appointments. You may like to record upcoming events and activities as well.

(d) Adapt Daily

You may need to rearrange things during the week. Don’t feel that having a weekly planner means that everything is set in concrete.

(5) Adapt your Schedule

Once your important goals have been entered onto the weekly planner, the daily task is to keep a focus on priorities as you deal with unexpected opportunities and challenges that arise. There are three keys to effectiveness: (a) Preview your day - look at the day in the context of the week. (b) Prioritise your activities - mark activities using a numbering system. (c) Reschedule your activities – list timed and non-timed activities separately so you know which activities you can juggle.

(6) Evaluate your Progress

Evaluation should be done weekly and monthly: (a) Weekly evaluation - at the end of the week ask questions like: What goals did I achieve? What goals did I miss? What kept me from accomplishing my goals? What challenges did I encounter? Did I protect my priorities when I made decisions? How much time did I spend on important activities? What can I learn from this week as a whole? (b) Monthly evaluation - at the end of each month or quarter, ask yourself questions like: What patterns of success or failure do I see in setting and achieving my goals? Am I setting realistic but challenging goals? What keeps me from accomplishing my goals? 

6. Apply These Principles
(1) Get Organised - develop a filing system (file don’t pile); keep your office tidy

(2) Handle a Piece of Paper Once

(3) Balance Your Whole Life

(4) Always Have Something to Do - ie. a book to read
(5) Keep Information at your Fingertips - phone numbers; addresses; etc.

(6) Automate Regular Tasks – do not start from scratch each time you do a repeated task!
(7) Deal with Interruptions 

(a) Realize that not every interruption is an interruption. You’re both paid and called to focus on others. Some of what may strike you as inconvenient is really a divine appointment.

(b) Realize that most interruptions are your fault. When you design a program that revolves around you, don’t be surprised when everything revolves around you.

(c) Give people the information they need before they interrupt you. Think ahead about questions you’re likely to be asked, include them in a newsletter, or set up a phone hot line.

(d) Set up office hours. If people want you, then steer them toward times that make sense to you. 

(e) Evaluate your interruptions. Keep a log of your interruptions for two weeks. 80 percent of your interruptions are caused by about four people, so take them aside and say, “I’m really trying to protect my study time. Could you help me out by not interrupting me between 9am and lunch?”

(f)    Stand up when interrupted in your office. Most people will feel too uncomfortable to sit down if you remain standing while they're in your office. If the person has come for a worthwhile interruption, sit down and offer the person a seat. Otherwise, remain standing.

(g) Schedule your interruptions. Schedule an “open” time when you are most available for questions and phone calls. Let everyone know that this is the best time you can be reached then make sure you're available.

(8) Learn to Empower People and Delegate Effectively

(9) Confirm Appointments Before You Leave For the Meeting Venue
(10)  Work with Task Check Lists - cross off completed tasks

(11)  Schedule Think Time in Your Week

(12)  Take Time to Give Time – don’t accept invitations too quickly!
(13)  Work Two Thirds of the Day: Morning – Afternoon – Evening
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