Time Management @

Types of task: Prioritisation and Time Allocation

How long
you spend

Not Important

Urgent

(maybe
because it is
important to

someone else)

When it

has to be
done

Risk:
too many jobs mistakenly put into this
category: hide the few real ones

Important on it
2
Do it now
and

do it properly

May be 'crisis'
(ask why it happened -
box 1 usually starts as box 3)

May be 'quality of life'

Risk: mistaken for important

Spend
minimum
time on it

Often reactive tasks
done to avoid "aggro"

- say no or negotiate
- delegate
- efficient systems
- do it less well

because urgent.

3

Not Urgent

Risk: procrastinated and never done

4
If it will get worse:
Plan (and do) Delegate, or
ahead plan and spend
minimum
This is the key to all time
progress and results on it .
- achievement , Otherwise:
- quality of life Risaputoft ] _
urgent O“ t dO It

Prevention rather than cure
Proactive, not reactive
People, Systems and Vision
(including the 5 whys)
Set time aside for enjoyment

Risk: done for fun at
expense of important tasks

Without goals it is
impossible to manage your
time effectively

"Important" means it moves you
towards your goals.
Nothing else should be in this
column!

Tests for Unimportance:

e magic button?

delegate?

if you had a week to live?
would you miss it?

[ ]
[ ]
[ ]
e will it matter in 5 yrs time?
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