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Time Management
I. Why do we need time management?

Our lives are busy. Despite all the things designed to make our lives easier—microwaves, stoves that cook and refrigerate, washers that wash and dry—our lives are busier than ever. Most of us rush around with more things on our to-do list than time to complete it all. 

Many Women’s Ministries Leaders find they have a family to look after, often work full or part-time, and are involved with church responsibilities. Included in these responsibilities is Women’s Ministries.

How do we accomplish it all? With God’s strength. 

II.  How do we learn to manage our time?

· First, ​​​​​​​​​​​​__________
· Take your __________________________________
· Set priorities and _____________
· Eliminate unnecessary and inappropriate ______________
· Delegate as much _____________________
· Plan and schedule the use of your time – _______________________
III.  Daily Planning

· Pray over your schedule each day. 
· In addition to “to do” lists, master lists are very helpful. 
· Keep to Your Schedule
· Choose a daily planner that will best suit your style. 

· A day-to-a-page format
· Consider a loose leaf system so that you can add or remove pages

What will you write in your daily planner?
· Daily appointments, weekly appointments, monthly appointments

· Room for comments for planning and recording

· Reminder of telephone calls/record of significant conversations

· _______________________
· ________________________________
· ____________
· ____________
· _____________________

IV.  Paper Management

Sort your paperwork the first time you handle it.

You can learn to “DRAFT” your mail. Go through the entire mail; sort into one of these five categories:

D
Delegate—This could be incoming information that should be delegated to someone with a responsibility for that particular activity. Or, it could be something that you feel would be of interest to another colleague—clip a quick note to it and put in your “out” tray. (At home, put it at the person’s place at the kitchen table. This is a great time to teach your children how to handle paperwork, too.)
R
Read—Have a file for journals, articles, updates, magazines, etc. for later reading (ie. save these for appointments or that time before bed.)

A
Act—When you have sorted all the mail, return to this pile and attend to those items that need immediate attention. Check each piece of mail for deadline date, “return” forms, and required signatures.

F
File—A recent survey concluded that 75% of all the paperwork we file will not be seen again until we clean out our files! So consider carefully whether you need to file it. (Those requiring filing would be company and relevant government policy documents, certain legislation, correspondence that has longer-term implications, etc.)

T
Toss—This applies to junk mail, advertising, etc. Be strong. Don’t be a hoarder unless you know for sure you use the material within the next month. By then the product will have been superseded and the price increased anyway.
Also:
· Never handle a piece of paper more than twice. 

· Screen unnecessary paper. 

· Allocate a time for paperwork each day.

· Focus on your action pile.

V.  Meeting Management

· First, pray about the agenda. 
· Prioritize your agenda. 
· Remember your mission and purpose. 

· Distribute your agenda a few days before your meeting. 
· Allow others to contribute to your agenda. 

· Begin and end your meeting on time. 

· Set time limits for discussion. 
· Stick to the agenda. 

A sample agenda might look like this:

	Topic
	Person Responsible
	Objective
	Time

	1. Approve agenda
	Carla
	Decision
	3 minutes

	2. Leaflets
	Diane
	Information 
	5 minutes

	3. Success of      function
	Janet
	Celebration
	3 minutes


	Item Number
	Topic
	Action & Time Frame
	Person Responsible

	1
	leaflets
	Approved printing 1000 by April 6 for retreat in June
	Diane

	5
	retreat
	Have retreat applications in churches no later than April 1
	Chelsea

	6
	next meeting
	decided to meet March 28 at 3 pm
	Janet


During the meeting, have someone keep notes as to what decisions were made, what action was taken, what needs to be followed through on, etc. They can be written in the form of minutes or as an Action Sheet:

VI.  _________________________ Management

Our lives would be manageable if we did only one thing at a time, worked on only one project at a time. But the reality of our lives is that we will always be multi-tasking and have more than one project happening at one time. How do we keep track of what needs to be done for multiple tasks and stay on top of all the details for each one all at the same time?  For example, say you were planning a tea. Make a list.
· Scheduling the use of the church fellowship hall or other location.

· Talking to the decorating committee about ideas and vision for the event.

· Advertising the event in the church bulletin.

· Advertising the event in the local newspaper.

· Sending invitations to members who are not attending church.

· Having extra invitations available at church for church members to hand deliver.

· Contacting and scheduling your speaker.

· Purchasing a gift for the speaker.

· Asking the treasurer for a check for the speaker.

· Planning the menu with those who will be taking care of the meal.

· Purchasing supplies.

· Arranging special music.

· Printing a program.

· Arranging for a short inspirational reading to begin the program.

· Ask someone to have a blessing for the meal.

· Have a brochure on the church and its programs available to give to guests afterwards.

· Locating enough teapots and teacups from church members to borrow for the event.

VII.   ____________________________________
Because our schedules are so full, there are things that have to go undone. Good things. But there’s just not enough room in our day for everything. Unfortunately, too often what goes is time to take care of us, time for our family and friends, time for fun. We are so busy working; we forget the importance of relaxation, people and fun. That’s not what God intends. 
Good _______________ is important. Eating healthy foods, exercising, drinking plenty of water, getting enough sleep and fresh air will all help us to feel better, have more clarity in thinking, and give us more energy and focus. But too often in our busy lives, we eat whatever we can grab, skip exercising, grab a sugar laden drink instead of water, get fresh air only when we’re rushing from our car to an appointment, and get way too little sleep. We believe that making time for exercise, sleep, and eating healthy takes too much time. Wrong! Doing these things will actually make us more productive.

Take time for ________________. In the scheme of things, our relationships with people are one of the most important parts of our lives. While we can’t take our home, car, clothes, job, or other materials with us to heaven, we can impact the lives of our family and friends in such a way that they choose a relationship with Christ and heaven. They’re the only things we can “take” with us. Plus, friendships keep us sane. When women are stressed and talk to a friend, a hormone, oxitoshin, is released that calms our system—not only causing us to feel better mentally, but lowering our risk for stress-related illnesses and premature death by 60%! 

Make time for __________. This is the most important relationship in our lives. But it is also often one of the first things to go from our schedule. Spending time with God. Praying. Bible study. Only 37% of adults take time to read the Bible each day. (Barna Research 2001) 

VIII.  Conclusion
Our lives are busy. And as Women’s Ministries leaders, they will always be busy. But as we allow God to be our time manager, giving Him our plans, schedules, agendas, and programs, we will accomplish what is most important and not feel over-burdened or over-worked. He invites us, Come to Me, all you who labor and are heavy laden, and I will give you rest. Take My yoke upon you and learn from Me, for I am gentle and lowly in heart, and you will find rest for your souls. For My yoke is easy and My burden is light. Matthew 11:28-30
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Paper mismanagement can cripple your ability to function effectively...The real cause of a paperwork crisis is a problem with decision making; picking up the same piece of paper five times and putting it down again because you can’t decide what to do with it. It is curious, but true, that many executives who are experienced in making decisions, feel stymied by individual pieces of paper.


	The Organized Executive, Stephanie Winston





A well maintained diary, given the nature of life and time, is anything but systematic or neat; it is full of tentative plans, plans re-planned, crossing-out, scribbled ideas and items suddenly remembered. The only diary system worth having has simplicity and flexibility; even then, it will be no more than a tool of time management. More important by far is a realistic attitude to planning...


	Getting Things Done, Roger Black





The Three Golden Rules of Daily Planning


1.  Make a list of things to do today.


2.  Set priorities and work on the most important.


3.  Do it every day.
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