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Time Management and
Planning for Effective

Leadership

Dr. Crystal McLeod   



Owner Crystal McLeod and Associates

Leadership & Clinical Trainer
Mental Health Therapist 
14 Years of leadership as an Active Duty Military officer 

Crystal McLeod and Associates is a Mental Wellness
Consulting Agency that supports small businesses and
individuals with their Mental Wellness needs through
program development, training and individual therapy
services.
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Self-Preservation 

Effective 
Approaches

Time
Management

Leadership 
Style 



2022 Neely EAP, PLLC. 



28% of time is loss due to
interruptions and multitasking 

"A" typical person tries 13 TM Techniques 

82% of individuals lack a time
management strategy 

Leaders spend 72% of time in meetings

2% of people employ Eisenhower Matrix 
1% Pomodoro Approach 

56% report not having things under control
at work  

 
28%  on work emails 

(11 hours)  
51% percent of tasks spent is not valuable 
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What is your
leadership

style?
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Are you Starved for
Time?



Sustainable Productivity

Be the example  

Help Employees Set Realistc Goals 

Solicit Ideas 

Map Out Processes and Use Data 



Reduce Phantom
Workload

 

Clarify Mission, Vision Goals Upfront

Providing Constructive Feedback 

Identify and Resolve Conflicts

Streamlining Decision Making Processes



Four Domains of
Managing Time  

 

Spiritual 

Material 

Emotional 

Mental 



Mobilizing Commitment 

Organizing For Action 

Building Relationships

Thinking Strategically  Key Functions of
Leadership



Changed Behavior

Get Support  

Is it Realistic?

Create the Vision 

Time Management Strategy 
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Proven Methods
Used 

for 
Time Management



Important, but not urgent

Not important, not urgent Not important, but urgent 

Urgent & Important

Eisenhower Matrix 

DO DECIDE

DELEGATE DELETE



Pomodoro Technique 

Repeat 3-4 

Choose Task

Set Timer 25

WORK!

5 min break

Increase breaks 20-30



Self-Preservation 

Delegate 

Set Time Limits Strengths
Weaknesses 

Step-Away

WHY? Solidarity
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"It is not the load that breaks
you down, its the way you

carry it" 
 

-Lena Horne
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Access Your NEAP Benefits

Online:
www.neelyeap.com company page
Live CONNECT
iConnect You App
Use your company code from benefits flyer

24/7 Hotline: 866-212-6096 

http://www.neelyeap.com/


MANAGER ASSISTSM 

As a manager, supervisor or team leader
your employer expects you to handle 
a lot of responsibility at work, while also
balancing personal and family
obligations. To support you with these
challenges 
your Manager Assist service is available 
to provide free, confidential information, 
referrals and counseling. Support is 
available on topics including work-life 
balance, recognizing troubled employees, 
discussing difficult subjects, workplace 
transition, handling grievances, stress 
management, referring employees to 
counseling, and more. 

Your Manager Assist service is a 
free, confidential and independent 
resource to help you manage your 
employees, identify concerningemployee 
behaviors before they become 
challenging, and help your team runmore 
smoothly overall. Available any time, any 
day, by phone, email or online. 

Sometimes managers need some help managing it all. 

MANAGER ASSIST LINE: 1-877-249-4751 
FAX NUMBER: 1-866-240-3933
EMAIL: admin@neelyeap.com 

ALWAYS AVAILABLE, FREE, CONFIDENTIAL ASSISTANCE 
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Emotional
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Four Domains of
Managing Time

Key Functions
of Leadership

Material

Mobilizing
Commitment

Building
Relationships

Thinking 
Strategically

Organizining 
For Action


