Effective Leadership
Time Management

Step 1: Self-Assessment

Review your current time management practices, noting areas that
are effective as well as areas needing improvement. Reflect on
personal goals, professional duties, and the impact of your time
management on team performance.

Step 2: Prioritization

Identify critical tasks that contribute to long-term goals and
distinguish them from less important tasks. Use tools like the
Eisenhower Box to categorize tasks by urgency and importance, and
focus your energy where it counts.

Step 3: Planning

Develop a daily or weekly plan to allocate specific time blocks for
high-priority tasks. Ensure flexibility in your schedule to
accommodate unexpected events or opportunities that require
attention.



Step 4: Delegation

Assess which tasks can be delegated to team members. This not only
frees up your time for high-impact activities but also empowers your
team and aids in their development.

Step 5: Monitoring

Regularly review your time management strategies and the outcomes
they produce. Adjust your approach as needed based on feedback,
performance metrics, and personal observations.

Step 6: Guard Time

Protect personal time for self-care, family, and other non-work-related
activities. Setting boundaries is key to maintaining overall well-being
and avoiding burnout.

Step 7: Lead by Example

Consistently demonstrate good time management practices for your
team. Your behavior sets a benchmark and encourages a culture of
productivity and efficiency within the team.

General Notes

Continuous Learning

Stay informed about the latest time management strategies and tools.
Embrace a mindset of continuous education to enhance personal
effectiveness and leadership skills.



Feedback Loop

Seek feedback from peers, mentors, and team members about how
your time management affects team dynamics and performance. Use
this input to make informed adjustments.
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