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Beginner lessons for Prioritization
Master Prioritization to Boost Your Productivity!

DEFINITION

Prioritization is the process of determining the order of tasks based on their importance and urgency. It helps you focus on
what matters most and manage your time effectively.

KEY CONCEPTS

Urgent vs. Important

Tasks can be categorized as urgent or important, helping you
decide what to tackle first.

Eisenhower Matrix

A tool that divides tasks into four quadrants based on urgency and
importance for better decision-making.

SMART Goals

Setting Specific, Measurable, Achievable, Relevant, and Time-
bound goals aids in prioritizing effectively.

Time Blocking

Allocating specific blocks of time for tasks helps ensure you focus
on high-priority items.

Daily Review

Regularly reviewing your tasks helps you adjust priorities based
on changing circumstances.

EXAMPLES

→ Finish the project report before the
deadline.
→ Respond to urgent emails first thing in
the morning.
→ Plan weekly goals every Sunday night.

MEMORY TIPS

★ Use the acronym 'EAT' for Evaluate,
Arrange, and Tackle your tasks.
★ Visualize a traffic light: green for go
(important), yellow for caution (urgent),
red for stop (less important).
★ Think of a pyramid: the base is urgent
tasks, the peak is long-term goals.

COMMON MISTAKES

✗ Focusing on low-priority tasks first.
✗ Neglecting to adjust priorities as new
tasks arise.
✗ Failing to set clear goals, leading to
confusion.

QUICK RECAP

Prioritization is essential for effective time management and productivity. Use tools like the Eisenhower Matrix and SMART goals
to identify what tasks to focus on. Regularly review and adjust your priorities to stay on track.
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