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Day One  
 
Time management is a skill that most people would like to improve. I know that I’m very aware of 
time—saving time, managing time, spending time—and yet there have been too many days when I had 
to recognize that my time management was sadly lacking. I was busy, yes, but I didn’t get much done. 
Do you ever feel that way? 
 
I want to take another look at time management—at five key principles that will help us do a better job. 
Paul wrote to the Ephesians (5:17) that they were to redeem the time—make good use of their time. As 
Christ-followers we are to be good stewards of the time God is giving us. 
 
Time Management Principles 
 

1. Time Management is about balance and prioritization.  
 

We make choices everyday as to what will claim our time and attention, and good time management 
means that some things will have to wait and some things may have to go.  
 
I remember a time when my daughter was a teenager, and we were planning to wallpaper her room. I 
was so stressed out because I had planned to get the job done on a certain day, and it just wasn’t 
working out. In my fretful mode, my wise daughter simply said to me, “Mom, it doesn’t have to be done 
today.” 
 
Of course it didn’t have to be done that day, but in my mind it had become a priority and that created 
unnecessary stress for me and my daughter. Believe me, I’ve had to learn that lesson many times over 
in the years since. 
 
As you face each day, make realistic assessments of what is truly important to get done that day—even 
if it’s not the thing you want to do. Then get that done first, and who knows, you may have time left over 
for other things too. One thing I’ve learned to do which has helped me immensely is this: Whatever I 
have to do today that I don’t want to do, I do it first! Believe me, that is a great help in managing your 
time. 
 
And don’t forget that you have to make time for what you need to function well—good food, lots of 
water, exercise, rest, companionship—and of course, most importantly, time with God each day. 
Leaving those things off for prolonged periods will cause your performance to suffer and you won’t have 
the strength and motivation to do what has to be done. 
  
Day Two  
 
Would you agree that time is your most valuable asset? We all have twenty-four hours in a day; we are 
all given the same amount of time each day. How we spend that time makes all the difference in our 
lives, doesn’t it?  
 



The first time management principle was: time management is about balance and prioritization.  
Here’s the next one: 
  

2. Time Management is about getting the right stuff done.  
 

You can be very busy, do lots of stuff, look very efficient, but wasting a lot of time because you are busy 
getting the wrong stuff done. In fact, sometimes I’ve noticed that I purposely stay busy doing the less 
important things just to avoid or postpone getting to the stuff that really needs to be done. 
 
I remember in the first corporate job I had many years ago, there were certain people who stayed late 
almost everyday, looking very busy and important. And I was a bit intimidated by them, because every 
morning they would tell me how late they worked the night before. But gradually I began to realize that 
they were stretching eight hours of work into ten! They stayed busy doing stuff because it made them 
feel effective and important, when in reality what they were doing wasn’t adding any value to their work 
product. 
 
It is better to complete one very important task than one-hundred unimportant tasks. You remember 
when Jesus was in a crowd of people, when a woman with an issue of blood just touched his garment, 
hoping to be healed. Jesus stopped right in the midst of that crowd, interrupting this journey to the 
home of an important man, to heal this one woman—a woman who was an outcast in her society 
because of her physical condition. It was that important to Jesus—that one person in the midst of all the 
demands on him. 
 
When you take time for that one person—that one act of kindness that comes your way, it may be the 
most important thing you do all day. That one thing could be reading a Bible story to your children. Or it 
could be taking a nap to recharge your batteries. Or spending time listening to someone who needs a 
friend. Don’t forget that God often has those divine interruptions for us that may appear to be wasting 
our time, when in reality, they are truly important and effective uses of our time. 
 
Day Three 
 
If you had to grade yourself on your time management skills, would you come in at A plus or closer to a 
D or F? I think most of us have heard a lot about time management techniques—whether it’s using our 
smart phones, or a calendar, or a to-do list or some other method. But you know, the method you 
choose is not the most important factor in your ability to manage your time well. It’s your commitment to 
managing your time that is the key. 
 
Jesus once said to his disciples, “Now that you know these things, you will be blessed if you do them” 
(John 13:17). The blessing comes in the doing, not the knowing. So, knowing the techniques of time 
management is only effective if you implement them consistently. These principles are not focused on 
techniques, but rather on your attitude and commitment toward being a really good manager of your 
time. 
 
Here’s another principle: 
 

3. Time Management is essential for your success.   
 

Well, yes, you’re probably thinking—everybody knows that. That’s probably true—that everybody 
knows that principle—but if you consider how many people implement and practice really good time 
management, I think you’ll realize that there’s often a lot of talk but not a lot of action. And so I would 
ask you, do you really understand that the way you manage your time is a key factor in your success—
or your lack of success? 
 



You can define success in whatever terms you wish—whether it’s business success or spiritual 
success or relationship success or whatever—and this principle will hold true. You will be successful in 
reaching your personal goals to a large degree on how well you manage your time; how disciplined you 
are to stick to your time management commitment.  
 
That doesn’t mean that you are a workaholic. Really good time managers have time for recreation and 
celebration. Good time managers also know that it is crucial to switch off at the end of the day and 
leave work behind—that there have to be boundaries in our lives. And that’s harder and harder to do 
these days when we are never beyond the reach of technology. How hard is it for you to shut off your 
phone? To close down that email interaction—even for an evening? Good time managers know how to 
draw those boundaries. 
 
So, check up on yourself—are you truly committed to becoming a better time manager? It’s essential 
for your personal success. 
 
Day Four 
 
Do you know someone that never seems to be with you even when he or she is with you? It’s a bit 
disconcerting, isn’t it?  
 
I’ve been sharing five principles of time management—attitudes toward the value of your time and 
managing it well and here is principle number four:  
 

4. Time management is being present in the moment.  
 

Here’s what I mean. If you’re in a meeting or a conversation with others, whether business or personal, 
and you’re paying attention and focused on what’s being said or decided or asked, that means that 
you’re making good use of that time.  
 
I think of a Pastor in my church who has many responsibilities—many balls in the air all the time. But 
when I’m in a meeting with him, discussing whatever issues I need to have his input, he is totally with 
me in that conversation, for however long we need. He is present in the moment, as though this is the 
most important thing on his calendar for that day—which it probably is not!  
 
Another friend on the board of The Christian Working Woman is a very successful lawyer with that 
same wonderful characteristic. Steve is totally present in the moment, never letting his mind go to other 
issues while he’s talking to you. No doubt that is a trait that has contributed to his success, but it also is 
a time-saving habit. You eliminate mis-communication, additional conversations, and other time-
consuming things because you’re present in the moment 
 
This is an attitude that we can all develop. It does not come naturally for me but I’m becoming more and 
more aware of its importance, and therefore more intentional about being present in the moment with 
the people in my life. It not only will save you time it will improve your relationships. It’s a dynamite 
characteristic to develop. 
 
In Ecclesiastes wise Solomon wrote: Whatever your hand finds to do, do it with your might 
(Ecclesiastes 9:10a). Do what is right and do it to the very best of your ability. Have you ever prayed 
about being a better time manager? Why not? As you ask for help, the Holy Spirit will bring things to 
your mind throughout your day—reminding you of the importance of managing your time wisely. It 
makes a difference for now and for eternity. 
 
 
 
 



Day Five 
 
One of the most important challenges you face each day is how are you going to spend those twenty-
four hours? Will you be able to look back and say, “Well done” as you recognize that you truly 
implemented good time management principles that day? 
 
This is time management principle number five:  
 

5. Time Management and motivation go hand in hand.  
 

They feed off of each other. Here’s how that works. When you are managing your time effectively, 
getting things done and enjoying the results, it motivates you to keep on managing time well, to improve 
your time management skills. And isn’t it also true that when you’re really motivated to get a job done, 
you do a much better job of managing your time.  
 
I’ve learned in my own life that when I get one discipline going well, it motivates me to put other 
disciplines in place because I am benefiting from the fruit of being disciplined. So, the discipline of time 
management will feed your motivation to get things done, reach some of your goals and realize the 
satisfaction that comes when you do. Time management and motivation go hand in hand. 
 
I often talk about going back to the basics, and as a Christ-follower, a basic is that you need to spend 
regular and quality time getting to know God better and better—through time in his Word and prayer, 
fellowship and worship. It’s a basic that will never change and nothing can replace it. The same is true 
with this basic of time management. No matter how good your skills are, how smart you are, how 
talented you are, if you don’t learn to be a good time manager, you’ll never enjoy the full scope of what 
God has created you to do. I encourage you to keep these five principles we’ve talked about in mind: 
 

• Time management is about balance and prioritization. 

• Time management is about getting the right stuff done. 

• It is essential for your success. 

• It is learning to be present in the moment. 

• Time management and motivation go hand in hand. 
 


