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Beginner lessons for Priority Setting
Master Your Time by Setting Priorities Effectively!

DEFINITION

Priority setting is the process of determining what tasks are most important and urgent. It helps you focus on what truly
matters and manage your time better.

KEY CONCEPTS

Urgent vs. Important

Distinguishing tasks that need immediate attention from those
that contribute to long-term goals.

The Eisenhower Matrix

A tool that categorizes tasks into four quadrants based on urgency
and importance.

SMART Goals

Setting Specific, Measurable, Achievable, Relevant, and Time-
bound goals to clarify priorities.

Daily Planning

Creating a daily to-do list that highlights top priorities to tackle
each day.

Review and Adjust

Regularly assessing your priorities to adapt to changing
circumstances and goals.

EXAMPLES

→ Completing a work project before a
deadline is urgent and important.
→ Exercising regularly is important but
not always urgent.
→ Using a planner to list top three
priorities for the day.

MEMORY TIPS

★ Remember 'Eisenhower' for the matrix:
urgent tasks go in the 'urgent' box.
★ Use 'SMART' as a checklist for setting
clear goals.
★ Visualize a traffic light: red for urgent,
yellow for important, green for less
critical.

COMMON MISTAKES

✗ Focusing too much on urgent tasks
and neglecting important ones.
✗ Failing to review and update priorities
regularly.
✗ Overloading daily to-do lists without
realistic expectations.

QUICK RECAP

Effective priority setting helps you manage your time by focusing on what matters most. Use tools like the Eisenhower Matrix and
SMART goals to clarify your tasks. Regularly review your priorities to stay on track.
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