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Time management: is planning how to control your time so that
you can do the things you need and want to do.
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Urgent Versus Important

“Urgent matters are seldom important. Important matters are seldom
urgent.”

(Dwight D. Eisenhower)



Urgent

Activities can be described as either urgent or important.

Urgent matters: require immediate attention, are usually visible, right in
front of us, and demanding action.

Often they are pleasant and easy to do, but frequently they are unimportant
and they do not help us reach our goals and usually time wasters.




Important

Important matters: have great value, significance and have to do with results.
If something is iImportant, it contributes to attainment of your goals.

If we do not have a clear idea of what is important of the results we want in
our lives, we are easily distracted into the urgent.

Example of a matter that is both urgent and important is completing a
scholarship application on time to meet a deadline.

Example of an important matter is daily exercise, such as walking two miles.
It is not urgent, but it Is important if our long range goal is maintaining
good health.



Time Management Matrix

In the 7 Habits of Highly Effective People, Stephen Covey presents the time
management matrix as the following:

Urgent Not Urgent

Important "Get it done" "Plan to do it"

Not Important "Delegate it to others" "Leave it or postpone it"



Time Management Matrix

Area 1: Important and urgent: Get it done, no debate: these matters are both
urgent and important.

People who operate in area 1 are crisis managers, problem minded people,
and deadline driven producers.

People who operate in area 1 need to plan so that they manage their time
Instead of allowing time to manage them.

Area 2: Important and not urgent: Relevant in the long run : real leaders
operate in this area. It is the heart of effective personal management.

People who operate in area 2 are opportunity minded rather than problem
minded. They think preventively.




Time Management Matrix

Area3: Not important and urgent: Nagging time wasters that require
attention: some people spend most of their time reacting to things that are
urgent and assuming that these things are also important.

Some call this majoring in the minors. Examples, some phone calls, malil,
reports, meetings, and most emails.

Area 4:Not important and not urgent: Pleasant busywork to stay organized:
It provides a place of escape or relief for people who are besieged by
problems all day, every day.

There are times when you need to unwind to release stress, especially
between major projects.



Reality VVersus ldeal

Most people should spend most of their time in area 2, on important matters that
will lead to professional and personal growth.

In fact,

-most people spend most of their time in area 1, dealing with crises and
deadlines, and

-considerable time in area 3 with nagging time wasters that require attention,
and

-the rest of their time in area 4.



Make a Positive Difference in Your Life

Consider this question in relation to the time management matrix:

“What one thing could you do (that you are not doing) that would make a
tremendous positive difference in your personal or professional life if
done on a regular basis? *



Make a Positive Difference in Your Life

Answer:
More than likely, your answer would fall into area 2.

Something that is obviously important but is not urgent. Because they are
not urgent, such things often do not get done.

Those who operate in area 2 increase their effectiveness dramatically.
You take control of your time instead of letting time take control of you.



Ultimate Effective Time Management For
Leaders

The best leaders and time managers (operating in area 2) need to meet six
Important criteria, according to Stephen Covey:

1-Coherence: (2 _») there is harmony among your roles and categories,
goals and objectives, things to do, priorities, and scheduling.

2-Balance: (0 ) keep balance in your life so that you do not neglect the
Important areas of health, family, and community.

3-Focus: (=S _¥) stay focused on important things so you are preventing
rather than prioritizing.



Ultimate Effective Time Management For
Leaders

4-People centred: () a good leader deals with people effectively and
humanely.

5-Flexibility: (425 <)keep some flexibility in your schedule to allow for the
unexpected.

6-Portable Organizer: (<l~is <8 0l 2laic) carry a portable organizer that is
able to be moved easily.
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