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Conquering Life's Mountains Together!
Personal Life Coaching December 7, 2005
Greetings in this issue
e TIPS FOR MANAGING

I hope the S.M.A.R.T. anachronym helped you to start YOUR TIME!
thinking about setting goals for your life. The pillars e Keeping Your Joy Full!

should have shown you areas where some attention is New Introductory Tele-

needed. Now, there's another thing that helps in Class

achieving our goals--TIME! e We'd Love to Hear From
You!

Do you feel like there's never enough hours in a day or e« About Us

days in a week to accomplish all you need to do?

Today we're giving you some tips to start organizing your time more effectively to get
all the things done you want and need to accomplish.

Barbara Klika and Marilyn Guffey, Personal Life Coaches

TIPS FOR MANAGING YOUR TIME!

¢ Use some time to plan and organize.

Planning ahead enables you to be prepared.
e Prioritize.

What are the most important things you need to accomplish?
e Use a to-do list.

Not only will a to-do list keep you organized, but there is great satisfaction in being
able to cross off what is finished!

e Learn to say "NO."

What's filling up your time that someone else could be doing? Don't do more than you
are physically and mentally able to do.

e Stop Procrastinating.
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If something seems too overwhelming to begin, break the task down into small bits of
time, perhaps 15-20 minutes a day.

e Learn how your energy level works.

Are you a morning person or a night owl? Do difficult, more mentally challenging tasks
during your best time of day. Leave simpler, easier tasks for the times when your
energy level is lowest.

o Allow for flexibility.

The best laid plans can fall apart for many different reasons. Don't be a perfectionist.
If something doesn't get done, make it the first item on the next day's list.

o Don't forget to schedule relaxation and especially time with
God.

When we spend time with our heavenly Father, it will set the tone for the day. If you
have difficulty concentrating on Scripture reading and prayer, make up your To-Do List
first and then your head will be cleared from distractions and you'll be able to focus on
God.

e Use your time efficiently.

Sometimes we don't realize the little time wasters. If you like charts and like to see
things down in black and white, here's a great web site with Time Use Charts and
Charts for a Weekly Schedule from the University of Minnesota.

Hopefully, this list gives you some good pointers that you haven't thought about to
help you live a more organized and less stressed life.

Keeping Your Joy Full! New Introductory Tele-Class

Marilyn Guffey will be offering a FREE Introductory Telephone conference call on
Monday, December 12 at 7:00 p.m. CST. This class is based on the principles of the
Life Model: Living from the Heart Jesus Gave You by The Shepherd’'s House.

Because of struggles or abuse throughout life, people may have gaps in their maturing
process that interfere with their productivity and relationships. This isn't their fault and
the good news is--they're not stuck either!

Do you find yourself just "blowing up" for no reason, find it hard to confront people or
to "fit in" groups? Do you have constant struggles in your relationships or have you
ever heard "Awww, just GROW UP!" ? This group may have some answers for you.

Some of the topics covered:
e How brain function plays a part in maturing and healing
e How Joy plays an important role in maturity

e The Stages of Maturity, the important tasks of each stage and the problems that
result from uncompleted tasks
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e Love Bonds vs. Fear Bonds
e What people can do to help one another to mature

This will be an introductory group. The only cost to you is a long-distance phone call.
If you choose, you may go on to a 10-week class which will be offered at the cost of
$20 per hour class, two times per month or $40 per month. This class is confidential.
It will be conducted on a first name basis.

We'd Love to Hear From You!

Email us at info@setapartmingb.org with any suggestions, feedback,
or questions you would like to ask. We are looking forward to having
teleconferences on a variety of subjects that people would like to

5 discuss. Barb has an extensive mental health background and both

. Marilyn and Barb have been involved in extensive Bible study and
discipleship. So let us know what you'd like to see provided.
Teleconferences are done as a group. When you register, we will
provide you with the telephone number and pin number to be included in the call.
When using a long distance phone card, the long distance charge can be as low as
$1.80 for an hour. It's fun and it's great to meet and talk with people from all over the
u.s.

Sign up for our
Email Newsletter
here! | |

GO

About Us

Barbara L. Klika, MSW, LCSW, Personal Life Coach is a licensed mental health
professional and founder of Set Apart Ministries, Inc., who is trained to help people
learn new skills and make significant behavior changes.She is a trained Bible Study
teacher and has been mentoring people in their spiritual growth for many years. She
has completed Life Coaching training through Mentor Coach, Inc. She is here to offer
her skills in the areas of faith development, communication, problem-solving, and
behavior change.

Marilyn T. Guffey, lay counselor, Personal Life Coach, worked in a church setting
for ten years before joining Set Apart Ministries, Inc. in January 2003. She has
received instruction through a variety of Christian lay counseling courses as well as
working alongside pastors and professional mental health therapists. She has also
completed Life Coaching training through Mentor Coach Inc. Marilyn has worked
extensively supporting women --spiritually, emotionally and practically--through
encouragement and prayer.

In Coaching, you come for help to make decisions and then implement them, in order
to achieve goals that you have chosen for yourself. May we come alongside and
encourage you along the way?
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FREE Initial Consultation!
Call us today at 866-634-0291 for a free
consultation to help you get started on your
| personal action plan. Barb and Marilyn are available
to help you move forward in your life!

" Learn More

email: info@setapartmingb.org
phone: 920-432-5002

Click here to pass this newsletter along to a friend!
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