Internship Resource Sheet # 12.2

Time Management Matrix

Time Management Matrix
“Things which matter most must never be at the mercy of things which matter least.”  Goethe
Stephen Covey’s Time Management Matrix provides a framework for understanding how we use our time – in one of four ways.  This model has significant value, since ministry can be stressful, and ministers are often at risk of burnout.  Additionally, ministers often feel pressure to set their work priorities according to the expectations of others.
	
	Urgent – 

Requires immediate action
	Not Urgent

	Important –

      to do with results   mission, vision, and high priority goals
	Quadrant 1

ACTIVITIES

Crises

Pressing problems

Dead-line driven projects


	Quadrant 2

ACTIVITIES

Prevention

Activities that increase production capability

Recognizing new opportunities

Planning

Recreation

	Not Important
-- not important in achieving work related goals
	Quadrant 3

ACTIVITIES

Interruptions – some calls

Some mail & emails, Some reports

Some meetings

Pressing matters

Popular activities

	Quadrant 4

ACTIVITIES

Trivia – busy work

Some mail, and emails

Some phone calls

Time wasters

Pleasant activities


Those most effective in ministry do most of their work in Quadrant 2 – dealing with what is truly important.

Results of working too much in Quadrant 1:           Results of working too much in Quadrant 3:

	Quadrant I  -- Results in:

· Stress

· Burnout

· Crisis Management

· Always putting out fires


	II
	 
	 I
	II

	
	IV
	
	Quadrant 3 Results in:

· Short term focus

· Crisis management

· Sees goals as worthless
· Feels victimized and out of control

· Shallow or broken relationships
	IV

	III
	
	
	


As can be seen from the diagram below, people who spend almost all of their time working in Quadrants 3 and 4 lead basically irresponsible lives and are most likely to loose their jobs.

	Quadrant I
	Quadrant II

	Quadrant III
	Quadrant IV

	Results:

· Total irresponsibility

· Fired from jobs

· Dependent on others for the basics

	
	


Time Management for Interns:

	Quadrant I

What are some things that are really important that get left to the last minute?
· 
	Quadrant II

Work related ACTIVITIES

· Evangelistic Visitation

· Bible Studies

· Pastoral Visitation

· Preaching & preparation for preaching
· Reporting
· Other – as outlined by supervisor

Spiritual ACTIVITIES

· Personal Devotions

· Family Devotions

· Prayer

Personal ACTIVITIES:

· Caring for family needs

· Physical Exercise

· Etc



	Quadrant III

· Short term focus – eg, avoiding planning sermons in advance

· Procrastinating rather than planning -- using a diary
· Sees goals as worthless eg—I’ll leave it up to the Holy Spirit to set the Bible Study goal
· Feels victimized and out of control – unwilling to respect authority of leaders
· Shallow or broken relationships
	Quadrant IV

· Playing computer games
· Surfing the net

· Some administrative work

· Family errands

· Allowing a task to fill the available time

· Failing to let work time be work time
· Excessive TV




