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That’s right. To increase your productivity, stop working,

* You have 167 unanswered emails in your inbox? Stop answering
email.

* Youre planning 3 major projects? Stop planning projects.

* You're planning meetings with your team, your staff, and your
clients? Stop planning meetings.

* You have 34 urgent tasks? Stop working on urgent tasks.

* You have 25 more reports to assess? Stop assessing reports.

Just stop. For 30 minutes. Each week. Yes, I know you were hop-
ing to stop working. You can, if you want to. The choice is yours.
But I recommend that you keep working and that you stop for a
minimum of 30 minutes each week—30 minutes. That’s 1.25% of a
40-hour workweek—1.25%.

Stop for a minimum 30 minutes each week. And do what? Re-
flect. Why? Well, reflection is like. ..
¢ Putting air in your bike tires so you can ride efficiently. (How ef-

ficiently can you ride on tires that don’t have enough air in them?)
¢ Changing the oil in your car so the engine will run well. (How

well will your engine run if you don’t change the oil?)

¢ Using a filter when making coffee. Using a filter is an extra step,
but using a filter means good coffee with no grounds in it. (Do
you like drinking coffee that has grounds in it? I don’t.)

* Taking a hot shower after a tough day. Afterward, you feel re-
freshed. (If you dont wind down after a tough day, what happens
to you?)

So what can you do during your 30 minutes? You can pray,
consider questions, find a better way to work, and get coaching. Let’s
take a look at each of these 4 options:

During your 30 minutes, you can pray:

1. Ask God what he wants you to do, how he wants you to do it
and by when. (Remember, it’s God’s work. He has the master plan.
Your task is to join God in what he’s already doing,)

2. After you ask, listen. Quietly. For God to speak.

During your 30 minutes, you can consider 5 questions:

1. What's the mission?

2. What's the definition of mission achievement?

3. What's my role in contributing to mission achievement?
4. What did I accomplish this week?

5. What do I need to keep doing? Start doing? Stop doing?

During your 30 minutes, you can find a better way to work:

1. Instead of responding to your 167 unanswered emails, define
your communication system and the role email plays in it.

2. Instead of planning projects and meetings, check your goals.
Define them more clearly. Then, decide which projects and meetings
are pivotal. Plan these. Only these.

3. Instead of completing your 34 urgent tasks, assess your time
allocation for good things (urgent tasks) and best things (non-urgent
tasks). Build in time for non-urgent tasks. Even if it means not get-
ting some of the urgent tasks done.

4. Instead of assessing your 25 reports, assess your goals. Then
determine your system for assigning reports and your criteria for as-
sessing reports .

During your 30 minutes, you can get coaching. Your coach can
help you:



Think bigger and more clearly.
Think outside the box.
Get more focused and stay focused.
Get organized.

5. Get the support, encouragement, and
accountability you need to reach your goals.
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In summary, during your 30 minutes you
can pray, consider questions, find a better
way to work, and get coaching. What will
you do during your 30 minutes each week?

You: But you don’t know how busy I am.
You don’t know what my reality is like.

Me: The real reality is that you cant af-
ford not to stop and reflect. If you don’t stop
and reflect, you increase the likelihood that:
* You'll feel that it’s your work and it’s God’s

privilege to join you. In reality, God is
already at work, and it’s your privilege
to join him. Remember, God can do it
without you.

* You'll overestimate what you can accom-
plish in 1 year, while underestimating
what you can accomplish in 2 years. This
means you will strive to get 2 years’ worth
of work done in 1 year. Not a good idea.

* You'll work hard, without maximizing
your God-given strengths. This will make
you tired.

* You'll finish developing a program, but it
won't be sufficiently exemplary, sustain-
able, and replicable. Ouch.

* You'll plan forwards, instead of back-
wards—meaning, you won't plan with the
end result in mind. Not good
What do I do? I reflect on a daily and

weekly basis. Each day, I reflect as I pray

about God’s work.

1. T'ask God for guidance.

2. Then I go for about a 15-minute walk.
During my walk, I listen for God’s voice.

[ listen for God to tell me whom he wants

me to talk with, what he wants me to write

about, and what projects he wants me to

keep doing, start doing, or stop doing.

In addition to reflecting daily, I reflect
weekly for up to 2 hours.

1. T use up to 75 minutes to process ideas,
determine progress toward key goals, and
identify and schedule tasks for the coming
week.

2. T use 30 minutes to meet with my
coach.

3. T'use up to 15 minutes to review my
schedule of tasks in light of my coaching
session.

What happens during my coaching ses-
sion? My coach asks me crucial questions
like:

1. How are you doing on your goals?

2. Are you staying within your goals?

3. How’s your life balance?

4. How did you equip people this week?

5. How can you more effectively equip
people?

My daily and weekly reflection times help
me stay focused, organized, encouraged,
supported, and accountable. My daily and
weekly reflection times definitely increase my
productivity. To accomplish my God-given
mission, I can’t afford not to reflect on a
daily and weekly basis.

Imagine if you and everyone on your
church staff, tentmaking staff, mission staff,
or school staff spent 30 minutes each week
in quiet, focused reflection. How would this
impact the achievement of your mission?

Work smart. Stop working and start
reflecting for a minimum of 30 minutes each
week. Increase your productivity. Start today.

Michael B. Essenburg, member of the Christian
Reformed Japan Mission, serves as coach and con-
sultant ar Christian Academy in Japan, a school for
the children of evangelical missionaries in Japan. 1o
learn more, please visit <http://closethegapnow.org>.

tnhscmt la

e RIGA VICAES

oL

Total know-how from biscuit production
Food process engineering. g
Bakery,Biscuit and Confectionery plant.

We offer i wbnﬁmm,ﬁms{l@r biscuit business, startiug from vvet.

e e 122 -Chaa, (inga Chad-kp, Tobkpo, 104-0061 Japes TELDN-3542-1047 FANGOASE-4T02

=

OCHANOMIZU BIBLE INSTITUTE
2007 SPRING SCHEDULE

We are committed

to equipping
the Lord’s laborers!

First Semester: 15 weeks
April 9, 2007-September 21, 2007

Classes offered:
® New Testament Survey Dr. Masuda
e Research Course Dr. Masuda

“John Bunyan: His Life, Times and Work”
* Church History
* Developmental Stages and Faith  Rev. Hori

Rev. Yokoyama

* The Epistle to the Romans Rev. Kawamura
* O.T. Survey & Thought (I) Dr. Nishi
* The Gospel of St. Luke Dr. Fujiwara
¢ Contemporary

World Missions Rev. Fukui
* The Book of Genesis Rev. Serata
* Principles of Biblical Rev. Yamaguchi
Interpretation

® Christian Perspectives on
Human Life Mr. Nakajima
* Exploring the Psalms Rev. Hatori
Church Music: Voice, Organ
Conducting,
Theory and Hymnology

Come and join us!

President: Dr. John Masuda

Vice President: Dr. Michio Fujiwara
Rev. Yuji Serata

Dean Rev.Makoto Fukui

Tel. (0
Fax (0

3) 3296-1005

3) 3296-4641
Brochures are Available
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