
Thursday:  Born Free: Managing Personal Time 
 
1.  Can We Really Manage Time?  Time is unique among life’s 
resources because we cannot create it, and all people have exactly 
the same amount of time: 10,080 minutes a week, 24/7, 365 days a 
year. 
 
 “Jesus also taught us how important it is to use our time wisely.  
This does not mean there can never be any leisure, for there must 
be time for contemplation and for renewal…Wise time management 
is really the wise management of ourselves.”  
           – President Spencer W. Kimball 
 
Wherefore, do not spend money [time?] for that which is of no 
worth, nor your labor for that which cannot satisfy.  Hearken 
diligently unto me, and remember the words which I have spoken; 
and come unto the Holy One of Israel, and feast upon that which 
perisheth not, neither can be corrupted, and let your soul delight in 
fatness.   – 2 Nephi 9:50–51, [ ] added 
 
2.  Four steps to life (time) management: 

• Know thyself 
• Manage self 
• Use tools and methods 
• Check results  

 
Know Thyself 

Know who you are, how you want to live, what you want to become 
and what you want to have accomplished or be remembered for. 

• Define your mission 
• Clarify your values 
• Begin with the end in mind 

 
Clarify your values and define your mission 
Think about how you would finish the following sentences: 

• The things that I would walk the I-beam for are… 
• If I were to describe the person that I am or want to be, I 

would say that I am…. 
• Success to me is… 
• I am happiest when… 
• The qualities of character I admire most in others are… 
• When I don’t have something to do, what I like to do most 

is… 
• Professional, where would I like to be in the next three to 

five years… 
• If my resources were such that I did not have to work for a 

living or I could do anything I wanted I would…. 
• As I see it now, my personal mission is to… 

 
Manage Self 

Based on your understanding of your values and what time is, plan, 
organize and act in ways that allow you to move toward your goals, 
manage your activities and develop important relationships.  “To 
thine own self be true.” 

• Be committed to your beliefs and values 

• Decide to use time effectively:  “Nothing is as worthless as 
doing efficiently what should not be done at all.”  --Peter F. 
Drucker 

• Determine to be proactive 
• Establish priorities and set goals 
• Anticipate changes and exceptions 
• Celebrate success  

 
Use Tools and Methods 

Choose tools that will help you achieve your goals and make your 
life more pleasant. 

• Analyze how you currently use your time (time logs, etc) 
• Select tools and methods that are effective for you 
• Identify time wasters 
• Utilize time savers 
• Learn to say “no” 
• Delegate 
• Prioritize your activities 
• Listen and learn from others and combine ideas from 

other people 
• Be flexible, adapt and find better ways to get things done. 
• Explore alternatives 
• Discover and use available resources 
• Remember the 80/20 rule: 20% of what you do gets you 

80% of what you really want. 
 
Planners 
In general, however planners typically have found functions: 

• To describe your values and your personal mission 
• To help you identify important tasks and prioritize them 

based on your values 
• To list appointments and activities on a calendaring 

system 
• Store information/phone number, addresses, details of 

meetings, ideas, notes, journals, etc 
• I highly recommend the week at a glance planning 

systems such as the FranklinCovey weekly planning 
systems (see BYU Bookstore) 

• There are other methods.  Printed to-do lists, 3x5 cards, 
wall calendars, or just pieces of paper may work better for 
you.  Your method should identify what is important to 
you, help you plan for the future and help you deal with 
multiple events and activities.   

Check Results 
• It is worthwhile to occasionally stop and ask yourself “how 

am I doing?  What am I doing well?  What do I need to do 
differently to use my time well?” 

• Look at the results you are getting from the way you utilize 
your time.  How are your relationships with others as you 
strive to use your time well? 

• If you are satisfied, celebrate!  Continue doing what works. 
 
 




