
SELF LEADERSHIP
HOW TO LEAD  

THE MOST DIFFICULT PERSON IN YOUR LIFE





Our Time Together



• How to adopt the right mindset to be intentional 
about your use of time and energy in today’s world 

• A specific framework for managing a massive 
amount of information, projects, and tasks 

• Grow in your ability to connect great planning to 
ongoing implementation 

• Know where to put your efforts for the greatest 
results 

• Understand the specific methods you can use to 
maximize your personal capacity as a leader 

• Grow in your ability to lead yourself to a great level 
of effectiveness



“You get no credit for doing the wrong things well.” 

Mark Miller



THE MINDSET



This is not normal!



“And David shepherded them with integrity of heart;  
with skillful hands he led them.” 

Psalms 78:72



We have different gifts, according to the grace 
given to each of us. If your gift is prophesying, 

then prophesy in accordance with your faith; if it 
is serving, then serve; if it is teaching, then 

teach; if it is to encourage, then give 
encouragement; if it is giving, then give 

generously; if it is to lead, do it diligently; if it 
is to show mercy, do it cheerfully. 

Romans 12:6-8



YOUR VALUE 
VS. THE VALUE YOU ADD

YOUR 
VALUE

YOUR
RESPONSIBLITY

THE RETURN
ON

INVESTMENT

WHERE DOES IT 
COME 
FROM?

PRIORITIES

RESULTS

THE FINANCIAL 
IMPACT

THE FINANCIAL 
COST

PROJECTS

THE PEOPLE 
IMPACT

TASKS



Time and Energy



People and Resources



THE METHODS



THE POWER OF LISTS

THE POWER OF PLANNING

THE POWER OF RAPID SUCCESS

THE POWER OF BLOCKING AND TACKLING TIME

THE POWER OF EXPANDING CAPACITY

THE POWER OF MANAGING YOURSELF



THE POWER OF LISTS

THE POWER OF PLANNING

THE POWER OF RAPID SUCCESS

THE POWER OF BLOCKING AND TACKLING TIME

THE POWER OF EXPANDING CAPACITY

THE POWER OF MANAGING YOURSELF



ONE PAGE STRATEGIC PLAN

Priority

Strategies

Operational Objectives



ONE PAGE DEVELOPMENT PLAN

Priority

Secure $1 million in 
new gift 

committments and 
grow a  culture of 
generous giving

Strategies

Grow a major donor 
development

approach
to advance 

our impact in a 
sustainable way

Launch a 
Task Force to

grow major donor 
relationships

Grow our network 
and major donor

support in our region

Establish a simple, 
contemporary
approach to 

communications well
integrated with our 
vision and message

Establish 
partnerships 
that expand 

our reach and 
awareness.

Equip staff and 
volunteers to

communicate the 
message and 

grow relationships 
effectively

Operational Objectives

Amazing donor 
and thanking

support

Communication 
excellence

Face to face 
donor development

Consistent public 
relations

Strategic teams, 
task forces

and councils

Internal scoring 
through ongoing

metrics and 
reporting

Creating strong 
volunteer community

Excellent promotion 
and events

Grow 
solicitation

efforts
Managing budget



THE POWER OF LISTS

THE POWER OF PLANNING

THE POWER OF RAPID SUCCESS

THE POWER OF BLOCKING AND TACKLING TIME

THE POWER OF EXPANDING CAPACITY

THE POWER OF MANAGING YOURSELF









THE POWER OF LISTS

THE POWER OF PLANNING

THE POWER OF RAPID SUCCESS

THE POWER OF BLOCKING AND TACKLING TIME

THE POWER OF EXPANDING CAPACITY

THE POWER OF MANAGING YOURSELF





Team 6x6 
August 1-September 14 

 
 
Becky 

1. Manage promotion and execution of the Lisa project  
2. Board member reunions 
3. Plan and execute festivities  
4. Build self-sustaining food volunteer team 
5. Make screening calls for new Public Relations position applicants  
6. Collect several Magazine  recommendations and recruit spotlight  donors through fall  

 
 
Francine 

1. Plan and execute winter 2012 Magazine  
2. Write/edit content for all email communication, including newsletter 
3. Support public relations through the writing of press releases, consistently integrating 

messaging from “Talking Points ” 
4. Gather information and write copy for fall editorial/advertorial commitments 
5. See through the competition of next Magazine 
6. Gather/delegate/write content for new website (pending new timeline) 

 
 
Carol 

1. Leadership Briefings: Promote (Lists/Invitations/Coordinate calls) and Execute 
2.  Vision Events: Promote (Lists/Invitations/Coordinate calls) and Execute 
3. Enter and Receipt gifts, issuing weekly giving reports 
4. Manage data entry volunteers for ongoing database updates 
5. Implement system for establishing volunteer groups in database and issuing lists to 

volunteer leaders 
6. Train and familiarize Frank with database, create his needed queries and review Master list 

data 
 
 
Nancy 

1. Motivate Donor Connectors through the email, success stories and fall survey so they 
continue to connecting people to the ministry 

2. Find and send one minor PR story a week and one big PR story in 6 weeks.  
3. Plan next big paid Advertising big splash 
4. Serve people during staff transition and prepare for the new person keeping people happy. 
5. Work with Julian to get new website up and going with excellence.  
6. Coordinate radio project, media buy and recording studio time. 

 
 
Julian 

1. Advance new website - action/athletics 
2. Update/Refresh Email Templates 



THE POWER OF LISTS

THE POWER OF PLANNING

THE POWER OF RAPID SUCCESS

THE POWER OF BLOCKING AND TACKLING TIME

THE POWER OF EXPANDING CAPACITY

THE POWER OF MANAGING YOURSELF



Blocking and Tackling Time

Block the time that is not your own 
Block time for people and projects 
Block interruptible time 
Schedule meetings with yourself 
Establish themes for each day 
Tackle specific projects in 90 minute to 3 hours 

“chunks” 
Use a Model Week 
Use a 15-minute timer to tackle things that you 

dread or tend to procrastinate 
Eat “no’s” for breakfast 
Tackle the resistance.



THE POWER OF LISTS

THE POWER OF PLANNING

THE POWER OF RAPID SUCCESS

THE POWER OF BLOCKING AND TACKLING TIME

THE POWER OF EXPANDING CAPACITY

THE POWER OF MANAGING YOURSELF



KILL THE HAMSTER



How to Kill the Hamster: Email Management

Declare war on the enemy. 
Remember email is exponential. 
Rule #1 Don’t Send It! 
Rule #2 See Rule #1. 
Track the time spent on email. 
Triage email. 
Use email templates. 
Use Boomerang or a scheduling tool. 
Limit email to 5 hours a week. 



USE AUTOMATION



Using Automation

Email templates (canned responses) 
Checklists for monthly reviews 
Checklists for ongoing meetings 
Anything that you do more than once 
Filters on Email 
IFTT.com or Zapier 
Scheduled emails 
Establish processes for anything you do more than 

once 
Anything that you pay more than once 
Calendaring repeating events or processes 

(monthly, quarterly, or annual planning) 
Do video screencasts or videos to teach others the 

workflows they can do

http://IFTT.com


USE DELEGATION



Using Delegation

Identifying follow-up actions needed from meeting 
notes 
Following up with people to gather information, 

updates, or status updates 
Scheduling meetings 
Organizing files 
Checking voicemail and monitoring return call 

progress 
Preparing reports 
Meeting preparation using past notes 
Editing and proofreading 
Follow-up emails to meetings 
Transcribing key notes via dictation 
Execute key action items following meetings 
Reviewing, organizing, prioritizing email and 

correspondence 
Drafting basic correspondence



COACH OTHERS



THE POWER OF LISTS

THE POWER OF PLANNING

THE POWER OF RAPID SUCCESS

THE POWER OF BLOCKING AND TACKLING TIME

THE POWER OF EXPANDING CAPACITY

THE POWER OF MANAGING YOURSELF



DO-ING

BE-ING



Leading Yourself

Location, Location, Location 
Emotion follows Motion 
Mental vs. Physical vs. Spiritual 
Energizing vs. De-Energizing 
Craft a Training Plan 
Listen to Your Body 
Stop Lying to Yourself 
Implement a Recovery Plan 
Time alone with silence and the Lord 



MY OWN 
RECOVERY PLAN:

A LITTLE BIT BETTER FILLS/DRAINS WEEKLY ACTIONS

Listening to music 
Jumping jacks 
A short brisk walk 

outside 
A phone call to a 

friend 
A cup of tea 
Playing with kids 
Intense exercise 
Reading

Fills: time with 
mentors and 
advisors, time with 
spouse, learning 
something new, 
exercise, journaling 
Drains: mediocre 

people, yard work, 
buying clothing, 
social networking, 
haircuts and doctors

7 hours of sleep 
1 hour for exercise 
Limit email and 

media 
Scheduled time for 

active fun 
Scheduled monthly 

think day 
45 minutes is an 

hour



YOUR ALLY: 
GOOD STRESS

EMOTIONS 
FOLLOW  
THE WILL  
(ACTION)

STRETCHING 
YOURSELF 
(ENERGY)

AWARENESS 
OF SEASONS 
(ENDURANCE 
& RECOVERY)

PLANNING 
(ANXIETY)



INVEST YOURSELF



BRINGING IT ALL TOGETHER



Weekly Review Checklist

Preparation: 

Check email for actions, strip actions and defer 
and waiting for folders  
Check physical inbox  
Check digital inboxes 
Check voicemail and texts  
Check notebook  
Check calendar from previous week  

Identifying Actions:   

Check Life Plan notes  
Check Annual Plan  
Check 100 Day Goals/6x6  
Check Projects list  
Check Model Week  
Schedule next six weeks, include project time  
Schedule Read-Review time  
Delegate, Delete, Defer 



FINAL QUESTIONS & ANSWERS



ZACH CLARK
Founder & CEO

z@developmentandleadership.org

twitter.com/zachclark
linkedin.com/in/zachclark/

DIRECT 314 403 0778

MOBILE 314 803 5200

ZACH CLARK
Founder & CEO

z@developmentandleadership.org

twitter.com/zachclark
linkedin.com/in/zachclark/

DIRECT 314 403 0778

MOBILE 314 803 5200

developmentandleadership.org/scsbc-2017/


