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Organizational Time:

Prioritizing Tasks
· Ask: Is this task important? Does completing this task help me to reach a goal?

· Ask: Is this task urgent? If I don’t do this task now will there be negative consequences?

Always consider how long it will take you to accomplish a specific task.

1. Important/Urgent




2. Important/Not Urgent

Crises






Preparation

Pressing Problems




Planning

Deadline-driven projects



Goal Examination/Clarification
Elections!





Building Relationships

Votes!






Needed Relaxation

Some Constituent Needs



Knowledge Improvement

DOS Communication Strategy


Other People’s Priorities








Some Constituent Needs








Media Relations

3. Not Important/Urgent



4. Not Important/Not Urgent

Needless Interruptions



Trivial, Busywork

Unnecessary Reports




Unnecessary Phone Calls

Unimportant Meetings



Time “Wasters”

Phone Calls and Email



“Escape” Activities

Other People’s Minor Issues



Irrelevant Mail

Irrelevant Mail




Excessive Relaxation

Once you have sorted your tasks by priority, determine if there are any you can purge from your schedule, i.e., delegate, find a shortcut for, or even delete!
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