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1. Make sure you are reliable. If you say you will do something do it. Your credibility as a
leader will be enhanced, and the ministry as a whole will benefit.

2. Keep your time from being eaten up by the details of administration. Everyone has a
different tolerance for these tasks but you will find it hard to lead effectively if you are
spending your time proofreading the newsletter. Find someone else to do these
detailed tasks!

3. Exercise the ministry of delegation. Others will grow as you are able to let go. Even if you
are a fabulous administrator and love it, find ways to involve other people.

4. Understand the difference between leading and managing. Both are essential and they
are not the same thing. Know your own strengths in these two key areas and find others
who can complement you.

5. Remember that the best leaders surround themselves with people who are better at
certain tasks than they are. Don’t hesitate to do this in all areas of church life, and
especially this one.

6. Know your own rhythm of work. One of the blessings of ministry can be the great
freedom around setting your schedule. (But be sure to show up Sunday morning...)

7. Setlimits for meetings. They expand to fill the time
allotted.

8. Respect the challenge of change in this as in all other
areas. For example, long-time administrative assistants
are a very important part of the system. If you need to
make a change here recognize that there will be waves
and prepare for them.

9. Bear in mind the emotional aspects of time management.
It’s not just about setting priorities and making lists. Just
working harder and trying harder is not the answer to
every problem—sometimes letting things sit is the better part of valor.

10. Ask for help when you need it, whether you struggle in this area or feel overwhelmed by
the sheer volume of paper or e-mail.

Questions? Contact your United Methodist Foundation of Louisiana at (225) 346-1535 or at www.umf.org.



