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Time Management 
 
A Biblical Perspective of Time and Work 
 
 
a. God Allots a Portion of Time to Each of Us (James 4:13-15) 
 

God gives to each of us a certain number of days.  Any plans we make for our 
days are always subject to His will. 
 
b. God’s Work for Us is Finite (John 17:4-5) 
 

Jesus had work to do while here on earth and accomplished it all, even though 
we see Him resting at times (Mark 6:31,32).   
 
c. God Desires that We Rest (Genesis 2:2,3) 
 

Even the work of ministry can and should be set aside at least one day a week 
both to allow for refreshment and as a way of honouring God. 
 
d. We Must Work Hard (Proverbs 6:6-11) 
 

The Bible extols the virtue of hard work and condemns laziness.  The Christian 
leader has no excuse for a casual attitude to work. 
 
e. We Must Work Well (Ecclesiastes 9:10) 
 

Not only must we work hard, but we must do our very best in our work.  There 
is nothing wrong with striving for excellence providing it is done to glorify God, 
and not out of a need to bolster self worth.    

9 We can make our 
plans, but the LORD 
determines our steps. 

- Proverbs 16:9 

 “Far and away the best 
prize that life offers is 
the chance to work 
hard at work worth 
doing.” 

- Theodore Roosevelt 
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Enemies of Effective Time Management 
 
 
 
1. Poor Planning 
 
 
a. Unclear Purposes 
 

In this instance, the leader is unclear of what they are trying to achieve.  They 
lack firm objectives and goals that they can aim at, and survive from week to 
week.  As a leader they need to take time to evaluate their ministry and 
decide what its basic purposes are.  Time spent with God, rather than wasting 
time, helps the leader to work more efficiently as they gain a clear 
understanding of what they are to achieve.  Time spent setting goals and 
devising strategies results in time saved; and the process of evaluation, while 
time consuming, produces long term gains. 
 
b. Unclear priorities 
 

A leader must be clear as to the relevant urgency of each task or they will 
spend time on long term projects when short term deadlines are looming.  Or 
they may invest large amounts of time engaged in aspects of their role which 
they enjoy but bring very little return to their ministry.  The leader with unclear 
priorities consistently makes wrong choices in this balancing the urgent with 
the important. 
 
c. Unclear procedures 
 

A wise leader will take the time to analyse how they accomplish their 
responsibilities and will look for shortcuts that save time without sacrificing 
quality.  They will have a good grasp of what tasks they need to tackle 
themselves and which can be delegated. 
 
 
2. Poor Management 
 
 
a. Over Commitment 
 

The over-committed leader does not have an accurate understanding of the 
time involved in various tasks.  They take on responsibility, believing they 
have the time to accomplish everything, but in the end find that they have 
over committed themselves.  It is a particular problem for those who find it 
hard to say “no.”  Usually this comes from a desire to please others and the 
leader must identify where this drive comes from, and work to resolve it so 
that it does not rule their agendas. 
 

You cannot know how 
to plan if you don’t 
know what to plan. 

Doing your tasks is not 
the same as doing your 
job. 

The leader who doesn’t 
know their job, ensures 
that nobody else knows 
theirs. 

It is easier to be busy 
than to get things 
done. 
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b. Disorganisation 
 

The disorganised leader has poor procedures in place for managing their time.  
They miss appointments, or at best are late, due to poor use of a diary.  They 
misplace important documents due to the lack of an effective filing system.  
They fail to return phone calls or correspondence.  They do not think of all 
contingencies and get caught out when things don’t go as expected. 
 
c. Interruptions 
 

If the leader is to remain accessible to their people, interruptions can never be 
completely avoided.  Nor should they, for at times our interruptions can in fact 
be God’s agenda.  Yet many of our interruptions are unimportant distractions, 
which the leader needs to guard against.  Time spent objectively examining the 
workplace environment and procedures may reveal ways in which the leader 
can accomplish their work more efficiently without unnecessary interruptions. 
 
 
3. Poor Personal Habits 
 
 
a. Procrastination 
 

Procrastination is the tendency to put off decision making for as long as 
possible - perhaps until it’s too late.  Procrastinators often have an inordinate 
fear of failure and are reluctant to make any decisions that leave them 
vulnerable.  Their procrastination is symptomatic of a lack of faith, vision and 
self belief.  Alternatively some procrastinate simply because they dislike 
unpleasant tasks.  They put off these tasks as long as possible hoping that 
perhaps someone will rescue them, or the need for the task will diminish.   
 
b. Health 
 

Poor health is another time waster.  The leader who does not care for their 
health will find that small health problems persist, and even get worse, leading 
to time off.  Poor diet is another factor that will affect the capacity of the 
leader for hard work, robbing the leader of essential vitamins and minerals 
necessary for working at full capacity.  Tiredness through lack of sleep will also 
affect the leader’s output.  They need to establish disciplined habits of sleep 
and rest.  
 
c. Self Discipline 
 

A lack of self discipline is one of the leader’s greatest threats to efficient use 
of time.  An undisciplined leader will likely find themselves struggling against 
all the other enemies of efficient time management.  They will waste time 
through being easily distracted from the task.  The enjoyable responsibilities 
will get done, but it is the less interesting yet important tasks that are left 
unattended to. 
 

If you cannot manage 
yourself, you cannot 
manage anyone. 

Our interruption may 
be God’s divine 
appointment. 

“Procrastination is the 
thief of time.” 

- Edward Young 

“Health is a state of 
complete physical, 
mental and social well-
being, and not merely 
the absence of disease 
or infirmity.” 

- Constitution of 
The  World Health 

Organization. 

“He who cannot obey 
himself will be 
commanded. That is 
the nature of living 
creatures.” 

- Friedrich Nietzsche 
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Strategies for Efficient Time Management 
 
 
 
1. Understand the Big Picture 
 
 
a. The Five Year Plan 
 

A Five Year Plan gives a person a snapshot of where they want to be in five 
years time. Your plan may be to graduate with some qualification, to be 
involved in some form of full time ministry, or to have your ministry reach a 
certain stage of development.  The real benefit of a Five Year Plan is that it 
provides a focus for all we do and keeps disappointments and distractions in 
perspective.  In establishing your plan, bear in mind the following: 
i. Any such plan must always be subject to God’s will:  It is not that we 

are being presumptuous by telling God what we will do.  Instead we 
are endeavouring to discern His will and then setting a target with the 
aim of doing what He wants. 

ii. Five year plans change - knowing this should neither discourage us 
from setting them, nor tempt us to be too rigid in hanging on to them.  
They present a target to aim for but often circumstances change and 
our perception of the target shifts.  Altering our aim is easier than 
starting with no aim at all. 

iii. While five year plans do not get bogged down with details, they do 
contain specific steps that will be undertaken in order to accomplish 
what you are setting out to do. 

 
b. The One Year Plan 
 

The One Year Plan is again brief yet it provides a sharper focus than the Five 
Year Plan.  It is less likely to be altered through changing circumstances, yet it 
provides the same focus and perspective.  The Church leader should think a 
year ahead in their planning.  Before the end of each year it is recommended 
that they purchase a Wall Planner for the New Year and immediately begin to 
record fixed events and activities.  Teaching themes and special programmes 
can be recorded as they are planned. 
 
c. The One Term Plan 
 

The four term year provides a convenient way of dividing up the year for more 
effective planning.  The leader sets out with goals to be achieved each term 
and a strategy for each one.  Programmes should be planned at least a term 
ahead so that they can be adequately prepared for and publicised. 

If you aim at nothing, 
you will hit it every 
time. 

13Come now, you who 
say, “Today or 
tomorrow we will go to 
such and such a city, 
spend a year there, 
buy and sell, and make 
a profit”; 14whereas 
you do not know what 
will happen tomorrow. 
For what is your life? It 
is even a vapor that 
appears for a little time 
and then vanishes 
away. 15Instead you 
ought to say, “If the 
Lord wills, we shall live 
and do this or that.” 
16But now you boast in 
your arrogance. All 
such boasting is evil. 

- James 4:13-15 

“As If you could kill 
time without injuring 
eternity.” 

-Henry David Thoreau 

“We must use time as a 
tool, not as a couch.” 

- John F. Kennedy 



©2005 YouthTRAIN  Time Management 

- 5 -  

2. Attend to the Small Picture 
 
 
A week planner is an indispensable aid to the person who wants to use their 
time efficiently.  The leader’s first task of each week should be to establish a 
timetable of tasks for the week.  They do this as follows: 
 
a. Compile a “To Do” List 
 

The first step is to write down tasks remaining from the previous week’s list.  
Write down an estimated duration time next to each task (remembering that 
most of us underestimate how long a task will take, not allowing for 
interruptions), and a deadline time at which the task must be completed. 
 
b. Draw up a Weekly Time Schedule 
 

A Weekly Time Schedule is a tool for planning when each task will be tackled.  
It is a single page with days of the week along the top and time of day along 
the side.  The first step is to record fixed appointments, meetings, and time 
off.  (This includes time set aside for yourself or your family.)  Once this is 
done tasks can be fitted into the gaps in such a way as to ensure deadlines 
will be met. 
 
 
3. Work Smart 
 
 
When the Big Picture and the Small Picture are in hand, there are a number of 
other suggestions that will help you to work smarter: 
 
i. Begin each work day with a moment of prayer, committing your tasks 

for the day to the Lord.  This will ensure you commence your day with 
your thoughts fixed on God and with increased sensitivity to His voice.   

ii. Organise a filing system and keep your desk tidy. Only those papers 
you are currently working on should be on your desk.  

iii. Answer letters and emails immediately unless your answer requires 
some thought, in which case it goes on your “To Do” list.  Handle 
paper only once. 

iv. Practise saying “No, I’m sorry but I’m unable to do that.” 

v. If you find it hard to make decisions, set a deadline at which time you 
must decide.  If no new information is likely to come to hand, decide 
now! 

vi. Use time twice - listen to tapes while driving the car or doing routine 
work. 

“Work expands to fill 
the time available for 
it’s completion.” 

- C. Northcote 
Parkinson 

“I have no time to be in 
a hurry.” 

- John Wesley 

Who kills time, murders 
opportunity. 

“I recommend to you 
to take care of the 
minutes; for hours will 
take care of 
themselves.” 

- Lord Chesterfield 
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vii. Schedule tough jobs at the time of day when you are most alert and 
able to work efficiently. 

viii. Use the phone or email instead of letter, especially when you expect a 
reply - help other people save time too! 

ix. If you work in a church and have a secretary, tell them when you don’t 
want to be interrupted.  Around 30% more productivity is gained by 
having a period without interruptions. 

x. Where possible, delegate tasks to people who will find them 
interesting and fulfilling.  Teaching them will in fact take more time - 
be patient, the payback in time saved will come later. 

xi. Have a pad handy to jot down ideas relating to other tasks as they 
come to mind.  Don’t leave your current task and begin to work on 
another one. 

xii. Divide a large task into smaller steps and put each of them on your 
“To Do” list. 

xiii. Take the initiative in ending conversations with people who drop by 
unexpectedly.  Try saying, “Well thanks for calling in…” (and hope 
they take the hint). 

xiv. Limit unnecessary meetings.  If possible go to only that part of the 
meeting that concerns you. 

xv. Receive training or help in how to accomplish tasks more efficiently. 

xvi. Do not over schedule.  Anticipate some interruptions. 

xvii. Take lunch breaks and get away from your workplace. 

xviii. Find a diary that works for you!  There are different styles available 
and sometimes trial and error is the best way to discover what is 
helpful.  Find one with plenty of space for making important notes, 
rather than using pieces of paper that are easily lost. 

xix. Have a light lunch so as to avoid the “sleepy afternoon” syndrome. 

xx. Carry reading material with you and use “waiting time” to read. 

xxi. If instructions are not clear, ASK!  It will save time later. 

xxii. Be satisfied with your best.  Do not do tasks over and over again, 
striving for perfection.  Just resolve to do better next time. 

xxiii. Don’t get discouraged if it takes a while to integrate these habits into 
your life.  Keep practising and in time they will become second nature. 

 
 

Proceed to page 1 in the workbook and complete the questions
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