Taming the Time Monster

By Jon Byler


Did you ever sigh at the end of the day, “If only I had more time!”  There’s good news and bad news for you.  The bad news is that you will never have more time, you already have all the time there is!  The good news is that anyone can learn to do more in the time they have.   The five steps that follow will help you tame the time monster in your life and you can begin applying these principles today and see immediate results!

Step One:  MAKE A “TO DO” LIST


An essential part of getting control of our time is to make a list of the things that we need to do.  Before you can get things done you must know what needs to be done. You can do this very easily by keeping a notebook or diary in which you list the things you need to do.  Make different categories on your list or use different pages to separate the items into areas that are relevant for you.  Your categories might include: Home, Work, Town, Church, etc.  Under each category list the things that you need to do.  This might include calls to make to different people, items to purchase from the supermarket, or chores to do at home.


Keep this list with you at all times.  When you remember something else that needs to be done simply add it to your list.  When you are in the grocery store, pull out the list you have made of the items you need to buy.  Never again will you reach home and moan, “Oh, I forgot the tomatoes!”  

Step Two:  TAKE TIME TO PLAN


The next step to gaining control of your time is to take time on a regular basis to plan what you want or need to do.  The Greeks have a saying, “You cannot score without a goal!”  If you’re like most people you go through your day without a clear plan or goal of what you hope to accomplish.  Life can look overwhelming and most things never seem to be done.    A few minutes of planning will enable you to be much more organized and effective in the tasks for the day.  It also brings peace of mind to you since you have dealt with the important items on your “to do” list.   


Start this process with a daily plan.  Take 5 minutes each morning to think through the day.  Decide when you are going to do the things you need to do.  Look at your “to do” list to help you remember the things that you need to do.  Decide when you are going to do the ones for that day.  


As you become proficient at this step you can begin to plan for a week and then a month ahead of time.  You will find that the better you learn to plan, the more that you are able to accomplish.  


What happens when you don’t accomplish the plan?  Plan again!  Find out if the plan was unrealistic or you simply need to try harder to stick to your plan.   You’re ready for the next step in dealing with that time monster.

Step Three:  DEAL WITH “TIME WASTERS”


Once you know what you want to do and begin to plan how you will accomplish your tasks, you will find things that waste your time.  “Time wasters” are things which you do that are not as productive as other things that you could be doing.   Perhaps you’re on your way home from the office and pass the cyber café.  Without thinking, you enter and as you browse the web 45 minutes slip by unnoticed.  When you glance at your watch, you realize that you’re late and won’t be able to visit the friend in the hospital any more.  You’ve just encountered a “time waster.”  Look at several of the most common “time wasters”….


Traveling.  If you added up all the hours you spend each month in traveling you’d be amazed.  You may not be able to eliminate your travel but will learn how to deal with this in our next step.


TV.  One of the biggest timewasters for many people is the television.  Television is designed to entertain and to hold your attention for extended periods of time.  Realize that programmes are produced intentionally to make you “stay tuned.”  You stay “tuned” and before you know it the evening is gone.  Ask yourself a tough question, “Do I control the TV, or does the TV control me?”  If you find that the TV is a “time waster” for you, try this: unplug it!  Seriously, you will still be alive after a week without the television, and you might even find that you have time to do other things!  At least, decide what programmes you are going to watch and for what purpose and then stick to your decision!


People.  People are great and of course you need to love them and spend time with them.  The question is “How much time and with who?”  Don’t allow other people to impose their schedules on your life.  Recognize that many people have nothing to do in life and they’ll gladly do it with you!


Determine where you are going in life, make a plan that will take you there and don’t allow anything, including people, to sidetrack you.  This does not mean that every encounter with people is a “time waster”.    Many times spending time with others is exactly what you should be doing at the moment.  But at other times they will keep you from reaching your goals.  It takes the wisdom of Solomon to know the difference!  At least give continual effort to evaluating how you spend your time with people.  If you are going to be with people, make the time count!


Waiting.  How much time did you spend in the last week waiting?  Everyone spends time waiting in lines, waiting in offices, or waiting for vehicles.  For most, that is dead time and produces nothing of value.  


When dealing with “time wasters” determine to eliminate them or to reduce their drain on your productive time.  You can do it!  Take a moment to think of your most common “time wasters.”

Step Four: Seize the minutes


The fourth step to tackle that time monster is to learn how to make every minute count.  A minute looks insignificant but if you can only learn to recover 30 minutes from your daily schedule you will add 182 hours to your year (that’s more than one week!); in 40 years you will add 300+ days!   With 10 minutes per day you can  read the whole Bible in a year.  15 minutes a day will enable you to read 25 books a year!  

Charles Caleb Colton is right when he says, “Much may be done in those little shreds and patches of time which every day produces, and which most men throw away.”  Learn to capture those minutes.  


Start using those small amounts of time when you are waiting for a vehicle, waiting in line, expecting a visitor who is late, time between appointments, tea break, and hundreds of others.  Use those minutes to read a few pages of a book, write a note to a friend, make a call, memorize a verse of scripture, or plan your schedule.  The point is not so much what you do as that you start doing something with those moments.

Step Five: DEAL WITH PROCRASTINATION NOW!


You are well on your way to tackling that time monster and this step will finish him!  The final step is to do the things that you have been putting off for too long.  There’s that drawer that hasn’t been cleaned out for years and is overflowing with cluttered papers.  There’s also that letter that you started several times and never finished, the weeds in the garden, and a host of other things that weigh you down every day.  What’s the solution?  You can deal with procrastination with three easy actions: make a list, prioritize, and do it!  First, list the items that you’ve neglected doing.  Secondly, decide which one is the most important and set a time when you will do it.  Finally, just do it!  Usually you will find that thinking about the task is harder than actually doing it.  You can deal with procrastination in your life, do it now!

These five steps can be accomplished by anyone with the desire to change.  The results will be nothing short of incredible.  Go ahead, get out of your rut and start today.   Don’t say, “I’ll do it in the future.” Your future is arriving one hour at the time.  

My “To Do” List





Buy shoe polish


Write to Mom


Visit Jane in the hospital


Write my goals


Call Sue











