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Managing Time:  A New Season Begins 

“The seasons are fixed by wisdom divine”- so begins verse 8 of Psalter Hymnal #104 – a hymn setting of Psalm 104.  We can take comfort knowing it is our Heavenly Father that sets the seasons as time continues to march on.  The Psalm writer so aptly writes: “These all look to you to give them their food at the proper time (Ps. 104:27).”  May we look to God first “at the proper time” as we embark on another season of learning at school, through church programs and other activities after a summer of vacation!

As a new season begins it’s a good time to think about time and its proper use.  We are bound by it and we realize that time is a precious limited entity.  It seems that we’re always running out of it, or chasing after it, or making up for lost time.  Time is a ‘one-way’ street – one can’t make a U-turn and retrace time that has gone by.

Our stewardship (use and care) of time is very important, especially as we consider how we may find the time to give to God and our neighbour.  To do so we need to be good managers of the time He gives us.  As the popular adage says ‘if you fail to plan, you plan to fail’ – and this is especially true for our time management!   

Ever notice how time during vacations seems to disappear faster than when we are working?  Like meetings without an agenda, time can fritter away.  It seems that even during vacations or even as retirees, we need to plan so that we might be able to see and do the things we want so much to do.  

My retired mother is very methodical about her time.  She seems to have an unwritten agenda for every day of the week.  Early every Monday morning she’ll have the wash well underway before breakfast.  Daily, she’ll have coffee, tea and meals at their appointed times and she knows which programs she wants to watch, when she will go and get the mail or groceries, or when she needs to take her pills.  It seems that her routines are restrictive and predictable to the point of being boring – yet their order seems to free her from an anxiety about things forgotten to be done or missed opportunities not taken.

Like agendas for meetings, it is important to plan or ‘budget’ our time.  That sounds like work, but time is easily wasted and lost.  There is a ‘snowstorm’ of materials available that are ready to advise us: books, software, day timers, ‘palm’ sized electronic personal data assistants and other tools to help us squeak more time out of each day.  Today, time management is big business as people are trying to combine a long commute, with cell phones and emails that extend the working day!  Yes, these tools can be useful when they are used properly but they can also become an obsession or time waster for some – when too much time is spent on planning and reorganizing their time again and again.  As you juggle the use of time in your life: time for family, time for work, time for neighbours, time for church or school, and time for recreation whether retired or caught up multi-tasking in life, consider some very basic time planning steps to try and re-establish a semblance of control in your life:

Time Planning Steps

1. Begin by creating a list – electronically or on paper.  

I prefer the latter because I like the satisfaction of crossing out completed items.  List all the things that you need to do: workplace, family/personal things.  Include both immediate and long-term items, deadlines, committee or council meetings, home visits (elders), appointments that show up on your calendar, birthdays and anniversaries, and things like “the car needs servicing”.  Make the list as complete as possible - incomplete lists can make you anxious.  What did I forget?    Leave space to add more as your day progresses (phone calls, emails, mail).  Once you’ve got your list, take a moment to commit your activities to the Lord in prayer.  God cares about what you do, even the small things - so make them count.

2. Prioritize by coding your list: 

· Consider which items on the list are urgent and important – what needs to be done today.  Circle or asterisk them.  

· Consider the item(s) that give you the most sense of ‘dread’ – I really don’t want to do this –an item that you know you’ll put-off-until-it’s-almost-too-late if you don’t do something about it now.  Underline these or mark them in red.

· Consider the items that are important but not urgent – items that don’t have a deadline today – but are important for your work and your future career.  Mark them with an (in the margin.

· Consider the items that build relationships: phone calls, visits, email, thank you cards etc. – circle or asterisk them – they are very important and should receive our priority.   

· Skimp on the trivial items.  Some are ‘no-brainers’ – leave them for when your ‘mental energy’ is low – certain hours of the day.  Delegate these to someone else if you can.  Don’t mark them with anything – if they get left for another day that’s just fine.

· Decide when you will block out some time for devotions and any reading or studying for your self-development.  In the margin write a ‘target time interval 12:45-1:15 Studying/reading a book can get done a section a day.  It may be helpful to have calls directed to an answering machine, so that you can concentrate.  

3. Get Started –Act!`

Start with an asterisked item, preferably one of the ‘red’ ones: getting at least one of the ‘dread’ items out of the way will make you feel so much better.   Note the ‘target time’ (see above) you set aside for the self-development item.   Mix in some of the “(” (important but not urgent) items among the urgent ones.  One such item may be preparation for an evening meeting, whether as a leader or member.   Preparing for a meeting by reviewing the agenda and notes earlier in the day (when possible) will make you more relaxed and free to maximize your time with your family who will miss your presence because of the meeting.  

4. Scratch off completed tasks!  

Crossing off a completed item is satisfying.  A well scratched off list at the end of the day feels good and gives you a sense of accomplishment.

May God bless you as you use your time to make a difference in terms of His Kingdom.  It’s the stewardly thing to do!

Stewardly Tip: 

Time is best invested in relationships: both vertically with God and horizontally with your neighbours.  Test your plans in terms of the relationships it will touch and encourage.  Plan your task so that it can encourage a relationship i.e., I’ll help you wash the car if you’ll help me wash the dishes.

Readers:  Share your ‘Stewardly Tips’ so that we all can make better use of the resources God has entrusted to us.  Submit your suggestion and your contact information so that we can acknowledge your contribution or ask for more details.
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