
                                 

 

 

 

HIGH URGENCY  

LOW IMORTANCE  

Typical activities  

 Dealing with phone calls and  

e-mails as they come in  

 Dealing with others’ priorities  

not in line with your vision  

What happens when you  

spend time on this? 

 Lack of clear goals  

 Crisis management  

 Feeling out of control  

 Behaving inconsistently  

Action: Delegate List  

 

 

 LOW URGENCY  

LOW IMPORTANCE  

Typical activities  

 Low-level meetings  

 Time wasting  

 Unfocused browsing  

 

What happens when you spend  

time on this? 

 

 Failure to take responsibility  

 Inability to complete jobs  

 Increased dependence on others  

 Insecurity  

Action: Leave it 

 

 

LOW URGENCY 

HIGH IMPORTANCE 

Typical activities 

 Planning ahead  

 Anticipating problems  

 Guiding and training the team  

 Delegating  

 Building relationships  

What happens when you  

spend time on this? 

 Overview  

 Vision  

 Balance  

Action: Schedule it 

 

 

HIGH URGENCY  

HIGH IMPORTANCE  

 

Typical activities 

 Dealing with crises 

 Being closely involved with time-critical  

projects 

 Attending key meetings 

What happens when you  

spend time on this? 

 Constant crisis management 

 Exhaustion and stress 

 Burnout over the long-term 

 

Action: Do it now, but review your time planning 

 

 

 

HOW TO PRIORITIZE TASKS  


