
TIME MANAGEMENT 
Where are we?  

With three months behind us you should have a good sense 
if your resident can manage their time, and in essence, manage themselves. 

If you don’t - spend this month turning up the heat.
Put too much on their plate.  

Definition:  The ability to use one's time intentionally. This leads to effectiveness.

Why is this important:  Time is our most valued possession. Especially for a resident, their time is worth much 
more than their earning potential. Mastering this allows one to take control of their life rather than follow the flow of 
others. They will accomplish more, make better decisions, and work more efficiently. This leads to a more successful 
ministry, and more of this precious resource spent in positive behaviors.  

• Evidence of Competency: 
Calendar is full, and daily/weekly/monthly tasks are completed without having to verbally remind them.

• They are “scheduling their fun” because if they don’t they’ll never get to it.
• Not doing “everything immediately.” (Coaches - do not mistake this for hustle.) They should be saying things like, “I will 

get to this Thursday. Is that ok?”
• The resident has some sense for what is urgent, and what can wait.

Lack of evidence of competency:
• Has to redo work, and their work is sloppy
• They don’t allow time to double-check work
• Consistently late to work, misses deadlines, late to meetings
• Continuously “overwhelmed” but has no grasp of the power of a to-do list system and calendar.
• Always available

Discussion Starter and Helps:  
Self-Awareness Questions
• Tell me about the time you felt most productive?
• Tell me about a time when you did not feel productive?
• What “feelings” do you associate with time?  

Coaching Questions:
• How do you prioritize your day?
• How are you measuring whether or not you meet deadlines?
• What system do you use and is it working or is it time to re-invent and re-tool?  

Suggested Action/Assignments (in order)
1. Ensure your resident feels stress of time. You must put them in a place where they feel as though they don’t have 
enough. This is critical. Allow them to believe they don’t have enough time.
2. Complete time audit worksheet (attached)
3. Look at their calendar, look at their todo list. Does it reflect intentionality?  



Suggested Resources
• The 7 Habits of Highly Effective People by Steven Covey
• A look at Covey’s Four Quadrants 
• Coaching session with Dave Miller (it’s one of his favorite topics)
• The Effective Executive by Peter Drucker 

Special Note to Coaches
It’s at this point you might be starting to have the thought if I did half as much as I coached on this I’d be awesome. This is 
normal. Actually, we’d say embrace this.  

A concept at Lp: if you want to be better as a leader, get a resident. 
If you’ve consistently been bad at time management because you are an awesome pastor that’s ok. Admit it, don’t try to 
be something you’re not. We’d be happy to help you with this. 

How to Use the Time Audit Worksheet 
Depending on your style of coaching, you may want to do this with your resident in “real time.” Grab the marker, talk 
them through it, allow them to have an ‘ah-ha’ at the end. 

You may choose to print this for them, allow them alone time to do this. The issue here MIGHT be that they are intuitive 
enough to see the point of this and they potentially could lie (especially around topics like Personal Time With God, and 
Social Media). This would be the exact OPPOSITE of what we want to foster in them. We need blunt honesty and then 
action steps to follow to get better!

Please note things like “Me Time,” “Fun,” “TV” are fine and actually encouraged. Let’s be honest about them.

Special Note to Coaches
It’s at this point you might be starting to have the thought if I did half as 

much as I coached on this I’d be awesome. This is normal. Actually, I’d say be 
honest and embrace this! 

A concept at Lp: 
if you want to be better as a leader, get a resident. 

If you’ve consistently been bad at time management because you are an 
awesome pastor that’s ok. Admit it, don’t try to be something you’re not. 

We’d be happy to help you with this as well. 

Dave Miller
Leadership Pathway Co-Founder



Time Audit Worksheet 
WHAT HRS PER WK

Personal Time With God

Hours of Class (if in school)

Study outside of class (if still in school)

Ministry Work Hours

Ministry Off Work Hours

Other Volunteering

Fun

Me Time

TV

Social Media

Other: 

Grand Total of Hours Scheduled                                         (A.)

Time I normally wake up

Time I normally go to bed

Daily Awake Time 

Multiply Daily Awake Time by 7                                          (B.)

Subtract Line (A.) from Line (B.). This is your un-used 
resource.


