Time and Task Management

for Leaders and Leadership Teams



The Leader’s Dilemma

Come up with
great ideas

Accessibility M




Thinking is the hardest work there is,
which is probably the reason why so
few engage init.

AZ QUOTES



Your Role as a Leader

The leader says... not...
What should | do? What can | do?
I’'m choosing to | have 1o

What is the priority? What is most urgent?




How we recognize leaders

They can disconnect and focus on long term issues

They can decide the priority of their task list

They control their own calendar

They spend time on professional development/self improvement

They assume responsibility

They MINISTER



Planning vs Execution




Planning Tactics

To do list

Put it on the calendar Be realistic about how much

Top 3-6 (the index card) you can get done

Time blocking (ideal week)



|deal Week

| | Monday | Tuesday | Wednesday Thursday

Early morning

Before lunch

Early afternoon

Late afternoon

Evening

4:30 start
Quiet time
Workout

Andrew to school

Content distrib.

Axiom Team
Meeting

Appointment
prep

4:30 start
Quiet time
Workout

Andrew to school

Client
appointments

Client
appointments

Client
appointments

mens group

4:30 start
Quiet time
Workout

Andrew to school

Client
appointments

Client
appointments

Client
appointments

youth group

4:30 start
Quiet time
Workout

Andrew to school

Client
appointments

Client
appointments

Client
appointments

4:30 start
Quiet time
Workout

6:00 start
Quiet time

6:00 start
Quiet time

Take a kid to

Andrew to school |bfast

Content creation |house projects

Clean up from
the week

Clean up from
the week

date night

church

family time

B

family time




Execution tactics

 Have a plan in front of you *Close your door
 Don’t re-plan, stay in execution *Be mindful of interruptions,
mode 2-way Street

e Use flex time *Ask with intent
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Calendar Management

One calendar system for your life
Schedule the recurring stuff without an end date
Schedule appointments with yourself

There are no excuses for missing appointments, only choices



Task Management

NbOXES  One system

Projects * Always available

Do it, put it on the list, put it In

Next actions (tasks) the calendar, file it, trash it

Review



Pro Tips

Use @waiting and the date to track other’s promises

Use @agendas for stuff you need to discuss or delegate
Planning the day by the hour forces you to be realistic

Micro planning can overcome procrastination on big projects

Train people what to expect of you



Your 90 day Priority

One main priority with 4-5 way points

2-3 hours a week

13 weeks of focused effort

Deciding when and where will greatly increase the chance of success

Be realistic and mindful of when you will be held accountable every week
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the New York Times bestselling author

David Allen

An all-new

edition /"

WORK
LESS,
MAKE
MORE

Stop working so hard and
create the life you really want!

Jennifer White

Success Coach and Syndicated Columnist
Copyrighted Materiz
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WHY SOME PEOPLE
GET RESULTS AND
OTHERS DON'T

RESULTS, RELATIONSHIPS,
AND BEING RIDICULOUSLY IN CHARGE

DR. HENRY CLOUD

COAUTHOR OF BOUNDARIES, OVER 2 MILUON COPIES SOLD




