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COMPETENCY: Mobilize your group to serve the needs of others.

Opening Question: What tools help you manage your time efficiently?

ASSIGNMENTS

Assignment 1: Read the scriptures and answer question

Assignment 2: Read, Six Easy Tricks That Will Make You More Productive, and answer discussion 
questions. 

Assignment 3: How is God calling you to use your time more efficiently at work, home, and with your 
group? What are some small steps can you take in the next few weeks to accomplish this?

https://groupleaders.org/leader-training-feed/2017/4/18/asking-good-questions 
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Assignment 1 

Matthew 5:16
In the same way, let your light shine before others, so that they may see your good works and give 
glory to your Father who is in heaven.

Colossians 3:23-24
Whatever you do, work heartily, as for the Lord and not for men, knowing that from the Lord you will 
receive the inheritance as your reward. You are serving the Lord Christ.

Ephesians 5:15-17
Look carefully then how you walk, not as unwise but as wise, making the best use of the time, be-
cause the days are evil. Therefore do not be foolish, but understand what the will of the Lord is.

1. God pays attention to how we live our lives and work our jobs. How does working productively 
give glory to God? 
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Assignment 2

Six Easy Tricks That Will Make You Way More Productive
https://www.forbes.com/sites/travisbradberry/2016/03/15/6-easy-tricks-that-will-make-you-way-more-
productive/#6d5cef5e6d1c

When it comes to productivity, we all face the same challenge — there are only 24 hours in a day. 
Since even the best ideas are worthless until they’re executed, how efficiently you use your time is as 
important as anything else in business. I’ve become fascinated by productivity secrets because some 
people seem to have twice the time, and there’s no better way to reach your goals than by finding 
ways to do more with the precious time you’ve been given. It feels incredible when you leave the of-
fice after an ultra-productive day. It’s a workplace high that’s hard to beat. In my experience you don’t 
need to work longer or push yourself harder — you just need to work smarter. 

I’ve learned to rely on productivity hacks that make me far more efficient. I try to squeeze every drop 
out of every hour without expending any extra effort. And my favorite hack also happens to be the 
easiest one to implement. It’s so easy and useful you can begin using it now.

Never touch things twice. That’s it. Never put anything in a holding pattern, because touching things 
twice is a huge time-waster. Don’t save an email or a phone call to deal with later. As soon as some-
thing gets your attention you should act on it, delegate it, or delete it.

To pull this off you’re going to have to eat some frogs. “Eating a frog” is doing the least appetiz-
ing, most dreaded item on your to-do list. If you let your frogs sit, you waste your day dreading them. 
If you eat them right away, then you’re freed up to tackle the stuff that excites and inspires you.

You’ll also need to master the tyranny of the urgent. The tyranny of the urgent refers to the ten-
dency of little things that have to be done right now to get in the way of what really matters. This cre-
ates a huge problem as urgent actions often have little impact. The key here is to delete or delegate. 
Otherwise, you can find yourself going days, or even weeks, without touching the important stuff. 
You’ll need to get good at spotting when putting out fires is getting in the way of your performance, 
and you’ll need to delete or delegate the things that hinder real forward momentum.

No is a powerful word that you’re going to have to wield. When it’s time to say no, avoid phras-
es such as I don’t think I can or I’m not certain. Saying no to a new commitment honors your exist-
ing commitments and gives you the opportunity to successfully and efficiently fulfill them. Research 
conducted at the University of California in San Francisco shows that the more difficulty that you have 
saying no, the more likely you are to experience stress, burnout, and even depression. Learn to use 
no, and it will lift your mood, as well as your productivity.

If you aren’t going to touch things twice, you can’t allow e-mail to be a constant interrup-
tion. You should check e-mail on a schedule, taking advantage of features that prioritize messages 
by sender. Set alerts for your most important vendors and best customers, and save the rest until 
the scheduled time. You could even set up an autoresponder that lets senders know when you’ll be 
checking your e-mail again.

https://www.forbes.com/sites/travisbradberry/2016/03/15/6-easy-tricks-that-will-make-you-way-more-pr
https://www.forbes.com/sites/travisbradberry/2016/03/15/6-easy-tricks-that-will-make-you-way-more-pr
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To make my system work, you’re also going to have to avoid multitasking. It’s a real productivity 
killer. Research conducted at Stanford University confirms that multitasking is less productive than 
doing a single thing at a time. The researchers found that people who are regularly bombarded with 
several streams of electronic information cannot pay attention, recall information or switch from one 
job to another as well as those who complete one task at a time. Multitasking reduces your efficiency 
and performance because your brain can only focus on one thing at a time. When you try to do two 
things at once, your brain lacks the capacity to perform both tasks successfully. Never touching things 
twice means only touching one thing at a time.

We’re all searching for ways to be more efficient and productive. I hope my productivity hack helps 
you to find that extra edge.

Discussion Questions
1. What questions did this article raise for you?

2. What leadership strengths did this affirm in you?

3. What growth areas did this reveal for you?

4. What accountability question would you like for me to ask you next time we meet? 

Assignment 3 

How is God calling you to use your time more efficiently at work, home, and with your group? What 
are some small steps can you take in the next few weeks to accomplish this?


