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Meaning of Volunteering

• Giving your time and abilities to aid 

others without the want of financial 

compensation. 

• Time willingly given for the common 

good of all and without financial gain.

• Unpaid endeavours undertaken 

through an act of free will, for the

benefits of others.



Benefits of Volunteering



Burnout is a state of
emotional, physical, and
mental exhaustion caused
by excessive and
prolonged stress.

It occurs when you feel
overwhelmed, emotionally
drained, and unable to
meet constant demands.



Signs of Burnout



Personal Effectiveness is making the
best use of all resources at your
disposal, for optimal performance.



Critical Components of 

Personal Effectiveness

TASKSELF

RESOURCESTIME

Self Management

Time Management

Task Management

Resource Management



Can you really manage time?

• So "time management" is a mislabeled 
problem. What you really manage is your 
activity during time.

• Time management is the process 
of planning and exercising conscious control 
of time spent on specific activities, especially 
to increase effectiveness, efficiency, 
and productivity

• It is the ability to effectively prioritize your 
work

Time Management

https://en.wikipedia.org/wiki/Time_management

https://en.wikipedia.org/wiki/Planning
https://en.wikipedia.org/wiki/Conscious
https://en.wikipedia.org/wiki/Effectiveness
https://en.wikipedia.org/wiki/Efficiency
https://en.wikipedia.org/wiki/Productivity
https://en.wikipedia.org/wiki/Time_management


Time Management Questions

How much time do you 

have?

Does free time really 

mean free time?

Do you procrastinate?

Are you equipped with 

Time Management Tips?

Do you use a planner?

Do you have a schedule?



Covey’s Time Management Matrix
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• Crises

• Pressing problems

• Deadline-driven projects

• Prevention, capability activities

• Relationship building

• Recognizing new opportunities

• Planning, recreation

• Interruptions, some calls

• Some mails, some reports

• Some meetings

• Proximate, pressing matters

• Popular activities

• Trivia, busy work

• Some mails

• Some phone calls

• Time wasters

• Pleasant activities

I. Manage (Do) II. Focus On (Plan)

III. Avoid (Delegate) IV. Limit (Eliminate)

Based on “The 7 Habits of Highly Effective People”, Stephen R. Covey



Resource Management
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SPECIFIC AMPNLT NKJV

“If the axe is dull 
and he does not 
sharpen its edge, 

then he must 
exert more 

strength; but 
wisdom [to 

sharpen the axe] 
helps him 

succeed [with 
less effort].”

Eccl 10:10

“Using a dull ax

requires great 

strength, so 

sharpen the 

blade. That’s the 

value of wisdom; 

it helps you 

succeed.”

Eccl 10:10

“If the ax is dull, 
And one does 

not sharpen the 
edge, Then he 
must use more 
strength; But 

wisdom brings 
success.”

Eccl 10:10

Sharpen the Saw





• https://en.wikipedia.org/wiki/Personal_development

• https://www.codeofliving.com/5-powerful-reasons-goal-setting-important/

• http://en.wikipedia.org/wiki/Time_management

• The 7 Habits of Highly Effective People”, Stephen R. Covey
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