How do you know when you’re playing “Whack-A-Mole”?
1. You have no clear set of _____________ for the day.
2. You have no real _____________ for the day.
3. You finish the day without a sense of ______________________.
4. You have expended a lot of ________, but with no _________ to show
for it.
5. You welcome ________________ (people or technology).
6. You create _______________ for others.
7. You emotionally engaged in issues that are _________________.
8. You are emotionally and physically _______________ at the end of the
day.
9. You wake up ______________ going to work.

Questions to ask when you find yourself playing “Whack-A-Mole”
1. Have I developed and reviewed my list of ________ for the
month?
2. Have I assigned this week’s tasks to specific _______ ___
______ on my calendar? Are my ______ directly related to my
monthly goals?
3. Am I doing “task A” because it gives me more ________ than
“task B,” or because it is a higher _________?
4. Who else has the ________ to do this?
5. What tasks must I do that cannot be ____________?
6. Who am I delaying or inconveniencing by ______________?
7. Who should be doing this with me as an _________________?
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How do you know when you’re playing “Whack-A-Mole”?
1. You have no clear set of expectations for the day.
2. You have no real passion for the day.
3. You finish the day without a sense of accomplishment.
4. You have expended a lot of energy, but with no results to show for it.
5. You welcome interruptions (people or technology).
6. You create interruptions for others.
7. You emotionally engaged in issues that are insignificant.
8. You are emotionally and physically exhausted at the end of the day.
9. You wake up dreading going to work.

Questions to ask when you find yourself playing “Whack-A-Mole”
1. Have I developed and reviewed my list of goals for the month?
2. Have I assigned this week’s tasks to specific blocks of time on my calendar? Are my tasks directly related to my
monthly goals?
3. Am I doing “task A” because it gives me more pleasure than “task B,” or because it is a higher priority?
4. Who else has the ability to do this?
5. What tasks must I do that cannot be delegated?
6. Who am I delaying or inconveniencing by procrastinating?
7. Who should be doing this with me as an apprentice?
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How Do You Invest Your Time Each Week?
What is the church purchasing by expending the money for your salary this week?

____% of your time
____ hours

____% of your time
____ hours

____% of
your time
____ hours

____% of
your time
__ hours

= 100%

Hierarchy of Tasks
Values
Long-range
Strategic (________________?)
Vision
People investment
Recruiting/Training
Non-delegatable tasks
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_______
__________
Tactical (_________________?)
__________
_____ __________
__________/__________
___________ ______
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How Do You Invest Your Time Each Week?
What is the church purchasing by expending the money for your salary this week?

40% of your time
16 hours

30% of your time
12 hours

20% of your
time
8 hours

10% of
your time
4 hours

= 100%

Hierarchy of Tasks
Values
Long-range
Strategic (where are we going?)
Vision
People investment
Recruiting/Training
Non-delegatable tasks
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Results
Immediate
Tactical (where are we now?)
Execution
Task completion
Delegating/Supervising
Delegatable tasks
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