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important to him. How can he fully know where his time is being spent? 
One of the most useful ways is a time log. 

Time Log 

A time log (also known as an activity log) is a written record of how a 
person spends his or her time. The time log helps a person to have a more 
accurate picture of where they are investing their time and wasting their 
time. 

The process for keeping a time log is pretty simple. A person can use 
any number of recording mechanisms. This could be as simple as keeping 
a small notebook and pen or recording their activities in their phone. The 
ability to make a record of the activity as quickly as possible after the 
activity is critic al. 

The written record of the activity should include the date and time 
along with an accurate activity description. It is also important to make 
a brief description of how you feel following the activity. Finally, the 
duration of the activity should be recorded along with an assigned value 
(high, medium, low, none). It is important that throughout the process 
of a time log evaluation that you don't change your normal behavior or 
work schedule. The person then records everything they do throughout 
the day. 

What I found to be personally helpful was a brief summary description 
of how I felt both at the end of the day and at the end of the week. The 
time log should be kept for at least two weeks in order to get an accurate 
picture of your current time usage. This can be a somewhat cumbersome 
process. It is important to remind yourself that this is a temporary 
system that is moving you towards a more effective schedule and become 
a more effective time manager. 

Evaluating the Time Log 

It has been said, "If you show me your bank account summary 
statement, I will t ell you what you value." J esus said it this way, "Where 
your treasure is there your heart will be also." In other words, where you 
spend your money is a picture of what you value. In a similar way, where 
you spend your time will give you a clearer picture of what is most 
important to you. In the end one will often find that what they think 
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they value and where they actually spend their time are very distinct. 
When what we value and where we actually spend our time separate we 
encounter frustration. To the extent that your time log equals your 
values is probably the extent to which you experience fulfillment and the 
distance between your time log and your actuals values will be equal to 
your frustration. 

As you begin to analyze your time log it is helpful to group some 
activities together. For instance, group all the time spent in meetings 
together. You may want to have sub-categories for meetings. Pastoral 
counseling might be one form of meeting. Meeting with prospective 
members is another category. Here is a list of some of the categories that 
I came up with during the analysis of my time log: 

Family Time - (43%) 
Church Time - (57%) 
Meetings (29%) 
Staff Meetings 
Meetings with Prospective Members 
Pastoral Counseling. 
Hospital Visits - (5%) 
Sermon Preparation/Personal Prayer & Devotional Time - (30%) 
Email (8%) 
Appreciation Notes (1 %) 
Vision - Organizational Health- (5%) 
Participating in Church Services - (15%) 
Misc. Margin Time - (7%) 

These were the broad categories that I defined as I began to analyze my 
time log. In general, my days began around 5:30 a.m. and ended around 
10 p .m. This equaled to an average of 7.5 hours of sleep per day and an 
average of 16.5 waking hours of productive time per day and 115.5 
waking hours of productive time each week. On average I spent 65 hours 
per week at work which equaled out to be about 57% of my week. After 
interviewing pastors of churches with similar sized congregations, I 
found this number to be a bit high. On average I spent 18 hours per week 
(29%) in meetings with the vast majority (almost 90%) of my meetings 
spent with staff. I spent relatively no t ime at the hospital visit ing 
members and very little time connecting with guest and first-time 
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effective leaders I know have the fullest schedules. Yet they still find time 
for those things that they value. 

As husbands and fathers we must do our best to schedule time for 
family. Scheduling a weekly lunch with my wife and scheduling a free 
afternoon for time with my family has become a high priority in my life. 
I have found that I now schedule almost every area of my vocational life. 
Why would I not treat my family with this same value? Placing my family 
on my schedule guards against over-scheduling and speaks value to my 
wife and kids. My wife and I make sure to schedule vacations with the 
boys and weekends to ourselves. I have found that if I don't schedule 
these time they will be overrun by lesser important tasks. Scheduling 
time with my family has become an important personal priority that has 
helped me to lead a healthy and strong family. 

Personal time alone in God's Word is also a priority because no one 
else can do this for me. I cannot delegate my personal spiritual health. 
For this reason, my personal devotional time gets the very first portion 
of my day. My personal health is a high priority to me. 

Organizational Priorities 

Within the church or organizational environment this question 
becomes a bit more difficult. This is often difficult for a pastor since 
talking about what only you can do within the church seems arrogant or 
prideful. Pastors must move beyond this. The reality is that if God has 
called you to be the pastor then He has uniquely gifted you to lead that 
congregation. When determining what only you can do for your church 
it is often helpful to consider the pastoral responsibilities into three 
important categories. 

1.Lead 

Lead would refer to the administrative leadership of the church. 
Depending on the size of the church and the staff structure this 
responsibility may fall heavily on an executive pastor or someone in a 
similar role. Even in the case of an executive pastor or an associate pastor 
the responsibility of leading the church and the staff to some extend falls 
heavily upon the lead pastor. This would include leading staff meetings, 
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determining direction/vision, and guarding organizational and staff 
culture. 

Direct reports are a significant part of the lead category. Within the 
smaller church context all employees will report to the Senior Pastor. 
Within the mega-church the amount of direct reports must be limited. 
The appropriate amount of direct reports is a bit subjective but should 
probably be no more than seven. 

2. Feed 

Feed is the proclamation, preaching, and teaching aspect of the lead 
pastor role. This would include sermon preparation and study. For the 
mega-church pastor this role becomes increasingly difficult to guard. 
Many pastors will spend large portions of their days at home or at an 
offsite location in order to guard this time from interruption. It is one of 
the most influential aspects of the pastoral role. While others can 
occasionally fill the pulpit, this is often one of the responsibilities that 
only the pastor can provide for the church. For this reason, this 
responsibility is normally given more attention and time than the other 
two areas. 

3. Care 

Care refers to overall care of the members. This would include hospital 
visits, counseling, funerals, weddings, and guest follow-up. Within many 
mega-churches the pastor will become less involved with this portion of 
pastoral care. As the church grows the ability to stay connected with the 
overall church body becomes more difficult. Church members within 
mega-church will often have less of an expectation for pastoral care from 
their lead pastor. This does not make this responsibility any less critical. 
The pastor's ability to minister to families during critical times is the 
primary means of building and developing spiritual equity. Spiritual 
equity is critical when making changes and adjustments in the church 
body. 

Every pastor will place different levels of importance upon each of 
these categories. Again, the question that must be asked is "What is it 
that only I can do?" This question does not mean that you are personally 
indispensable. No one is indispensable. This question does imply, 



 

 

                                                           



                                                           



 

 

                                                           



                                                           



 

 

                                                           



                                                           



 

 

                                                           


