
Time and Task Management
for Leaders and Leadership Teams



The Leader’s Dilemma

Accessibility Come up with 
great ideas





Your Role as a Leader
The leader says… not…

What should I do? What can I do?

I’m choosing to I have to

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


• Top 3-6 (the index card)


• Time blocking (ideal week)

Be realistic about how much 
you can get done



Ideal Week



Execution tactics

• Have a plan in front of you


• Don’t re-plan, stay in execution 
mode


• Use flex time

•Close your door


•Be mindful of interruptions, 
2-way street


•Ask with intent





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

• Inboxes


• Projects


• Next actions (tasks)


• Review

• One system


• Always available


• Do it, put it on the list, put it in 
the calendar, file it, trash it


• Decide later



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



More Information and Resources


