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Objectives:
· Why prioritizing is important
· How to prioritize
· Prioritizing tools

Why Prioritize?
If you are like many people, you are juggling a lot of things: your career, personal activities, relationships, health and wellness, not to mention having some fun once in a while! And when you have a lot to do, it is often hard to know what to do first. If you spend most of your time in one area like your career, you may be feeling out of balance and resenting the fact that that you do not have time for anything else. You start to view time as your enemy and you find yourself exhausted and you feel even more out of control. 
Prioritizing your workload and where you spend most of your time is an important skill to learn. The benefits can significantly reduce stress and improve your productivity. When you prioritize, you decide what your most important activities are and spend your time on those activities. You do this based on company goals and expectations as well as personal goals and commitments. 
Start With a Plan
· Evaluate yesterday’s results – What went well, what didn’t, and what needs to change?
· Decide today’s priorities – Based on results, what is the best use of your time today?
· Plan tomorrow’s successes - What tasks from your list of goals can you put into action?

Decide What is Important - Instead of making a simple to-do list
· Create a daily prioritized task list
· Be clear on what you will spend your time on and why

A good way to make sure your daily task list is meaningful to you, is to keep a master task list. Your master task list includes everything you want to accomplish both professional and personal. When keep this list up to date. You will never waste time on unimportant activities.
 
At work you will always have others feeding your daily task list. This is good because it helps keep you focused on what is necessary based on input from your organization and your customers. However, it’s up to you to prioritize what comes at you from other people. The beauty of your master task list is that when you complete activities from a customer or your manager you can then take items from your master task list and put them into action. This process insures that you have an active role in shaping your career as you accomplish your goals.
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Prioritize - The A B C Method

Based on all inputs from your supervisor, customers, family, friends and others, organize your tasks by importance. The ABC method allows you prioritize your activities by the categories below:


· A priorities are must do tasks which support your values, goals, and mission statement. These activities also have a negative consequence factor if not completed on time
· B priorities are should do tasks with a lower urgency but high importance
· C priorities are could do tasks with low urgency and low importance

After organizing your tasks you can then further prioritize using a number sequence for each prioritized group. If you have four “A” tasks, you can then prioritize them using A1, A2, A3 and A4. This sharpens your sense of importance for each group of tasks. In other words, based on your plan for the day, if you can only get one “A” task done today which one will you do? Ask yourself the same question for the “B” and the “C” list. You will find that your plan keeps you focused so that when you still have time to do one more “A’ and one more “B” task, you know which ones you will work on.

Some people feel that planning to this extent limits spontaneous response to real life situations. As you grow in your ability to plan and prioritize, you will actually gain the confidence to respond to situations spontaneously. Because the plan is yours, you can reschedule and reprioritize as you wish, or as life requires.

Practice: Create a prioritized task list using the ABC method
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An important part of prioritizing your output is to understand the demands on your time, or the input from external sources. It is extremely frustrating to make a plan, create a task list and prepare to be productive, only to have those plans crumble to interruptions, emergencies and last minute meetings. Of course these things are bound to happen, and in service businesses it can be a regular occurrence. Understanding that the customer is always the overriding priority, a plan is still a necessary part of a successful routine.

Let me introduce a wonderful tool to help you determine where you are spending your time. In his book First Things First, Steven Covey developed a method to categorize time spent into 4 Quadrants.

The Time Matrix
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As you can see, the chart divides into four boxes:
Quadrant 1:  URGENT and IMPORTANT.  This category includes true emergencies and important deadline driven projects. ~ The Quadrant of Necessity
Quadrant 2:  NOT URGENT but IMPORTANT.  This includes activities that build your capability, spot new opportunities, and ensure long term success. ~ The Quadrant of Leadership
Quadrant 3:  URGENT and NOT IMPORTANT. These activities are externally motivated. They come from others and demand your attention. ~ The Quadrant of Deception
Quadrant 4:  NOT URGENT and NOT IMPORTANT. Sometimes people mistake this quadrant for recreation. True recreation - activities that help you regain your energy and build a healthy lifestyle- belong in Quadrant 2. ~ The Quadrant of Waste


The Time Matrix Worksheet
· Keep track of your daily activities logging where you spend your time. 

Urgent
Not Urgent

	Q1 Necessity 
	Q2 Leadership

	Q3 Deception
	Q4 Waste



Important
Not Important

Decide What is Important 

· Protect your time
· Be proactive – Make decisions based on your productivity plan.
· Decide to operate with in Q1 & Q2 – Do something daily that helps you grow
· Reduce Q3 activities – Understand the difference between Q1 and Q3.
· Delete Q4 activities – Remember that true recreations prepares you to be more productive. Leisure does note mean lazy.
· Avoid reactive prioritizing – When priorities collide at work meet with your supervisor to clarify expectations.


Because time is not renewable or recyclable, learning to prioritize is one of the most important time management skills you can learn. Knowing what to do is only effective when you know when to do it, Keep practicing and you will become an effective planner and time manager.



The Benefits of Prioritizing – Quiz

According to the material circle the correct answer:

1. Prioritizing can reduce stress and improve productivity
a. True
b. False

2.  Starting your day with a plan means:
a. Evaluate yesterday’s results 
b. Decide today’s priorities 
c. Plan tomorrow’s successes 
d. All of the above

3. Fill in the blanks:
a. A priorities are _________   ____ tasks. 
b. B priorities are _________   ____ tasks
c. C priorities are _________   ____ tasks

4. Complete this statement:
You will only have time to do more important activities when you…….. 

a. stop doing less important activities
b. give yourself a break once in a while
c. go to seminars several times a year
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