Internship Resource Sheet # 12

Time Management
This aspect of ministry is closely related to organizational skills.  The focus of discussion here is the ability to prioritize and use time to the best advantage – professionally, personally and in family life. 
Priorities for Internship:

1. Personal Devotions
2. Evangelistic and Pastoral Visitation

3. Bible Studies
4. Sermon Preparation and Preaching
5. Sabbath Commitments

6. Intern Development Meeting

7. Conference Minister’s Meetings

Areas for Discussion:

1. Family Time & Work Time 

a. Boundaries

b. ‘Seasons’ in ministry – busy times, yet somewhat flexible

c. Setting priorities

2. Saving Time

3. Time Wasters

4. Recreation

5. Time off

a. Day off

b. Public holidays

c. Annual vacation

6. Effective planning

a. Using a diary effectively

b. Coordinating – between departments in the church, and with conference events (e.g., Camp)

c. Communicating your plan 
i. With your supervisor

ii. With your family

iii. With your church

iv. With your president

Resources:


Covey, Stephen R., The 7 Habits of Highly Effective People, McPherson’s Printing Group, Australia, 1989
