Internship Resource Sheet # 12.1

Time Management In Ministry
“Work as a son, rather than a hired servant”
Some Key Concepts & questions
1 Roles - What are your major roles in ministry?  What do people want you to do, but it isn’t really your role as an intern?
2 Expectations – What is expected of you by others?  By yourself? What is the match between Roles, Expectations, and my Spiritual Gifts and Abilities?
3 Priorities – What are my main priorities?  On what will I be evaluated?
4 Effectiveness – not the same as busy-ness. In what areas am I most effective – and where are the areas I don’t use my time well?  What would it take to improve in those areas?
5 First things first - What is most important? - ask this as you plan for the year, week or day
6 The important vs. the urgent. What are the ‘important’ aspects of ministry that I cannot afford to allow to be crowded out by the ‘urgent’?
7 Communicate (report) – with whom should I communicate on a regular basis?  Eg – in the church, at the conference, etc
8 Identify

a. Most effective times - When am I - most creative, focused, caring or productive?
b. Time wasters – how can my time wasters?  (Computers, junk mail, some people…)
c. Areas of ineffectiveness - Why am I ineffective? Where do I need to improve my skill level?  Is this a priority for internship? Who can I ask about this? 
9 Coordinate – calendar/diary – write dates in you planner when you hear them – e.g., conference (regional meetings, minister’s meetings, camps etc) & Church events, birthdays, holidays & days off etc  This will help you avoid double booking yourself. 
10 Put limits in place – because ‘the job expands to fit the time available’

How do I know when I’m doing enough? – or too much?
Some indicators  

   Give yourself a rating –  ‘1’ means ‘needing improvement’ &  ‘6’  means  ‘couldn’t be better!’
	Ask – “How am I going with…”  
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	1  God?
	
	
	
	
	
	

	2  my spouse?  (if applicable)
	
	
	
	
	
	

	3  my children (if applicable – separate score for each one – use over the page if you need more room)
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	4  meeting goals for Bible studies
	
	
	
	
	
	

	5  meeting goals for pastoral visitation
	
	
	
	
	
	

	6  meeting other ministry related goals
	
	
	
	
	
	

	7  meeting the expectations of significant others
	
	
	
	
	
	

	8  my conference leadership
	
	
	
	
	
	

	9  my church leadership
	
	
	
	
	
	

	10 my church members
	
	
	
	
	
	

	11 my emotional well-being
	
	
	
	
	
	

	12 my health
	
	
	
	
	
	

	Other areas you consider important
	
	
	
	
	
	

	
	
	
	
	
	
	


