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Time management is one of the most challenging aspects of our work. Even people who are experts in their fields find managing time easier said than done. Why? Because the more skilled we become, the more others think we can handle, and the more that gets piled on our plates!
Here are some tips to help you organize your time:
1. Realize that time management is a myth. There are only 24 hours in a day. Time doesn’t change. All we actually can manage is ourselves, and what we do with the time we have. 
2. Prioritize the work to be done. Keep a list of all of the to dos that come your way in the order that you receive them. Then, divide them into categories: 
· Fires that must be put out NOW 
· Interruptions to your work 
· Planned tasks 
3. Set time limits for tasks. 
4. Create a daily to-do list for each day. Try to complete that list by the end of each day. Cross each item off your list as you go, and look at whatever you don’t finish. Decide if they are essential, and if they are add them to the next day’s list. 
5. Determine teammates who can assist with small daily tasks, and delegate appropriately. Many educational leaders in smaller congregations do not have secretarial support. But doing the secretary’s work means becoming a higher-paid secretary and not filling the role of educational leader. Figure out who can help – and ASK! 
6. Keep a log of your work. It will come in handy to: 
· Help you prioritize your activity 
· Provide a record of how you spend your time 
· Become a record for determining your hours, the need for support, and sometimes salary compensation. 
7. Figure out where you are wasting time. What are your time bandits? Are you spending too much time on the internet? Answering email? Chatting on the phone? 
8. Preserve time for planning and reflection. It will make everything else work better! Time for planning is the key to educational leadership. 

