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Kick this term off with a better focus on Time Management to reduce overall stress and anxiety on a daily 

basis. Think about how you manage your time now and how you could improve (there’s always room for 

improvement). Remember, you have more demands on your time and attention now than ever before...Phones, 

friends, websites and worries about the future etc. The better you learn to manage it all now, the better off you 

will be in the future. Here’s a tip to help you get started with a plan for success for this term. 

 

Set priorities: know what you need to accomplish-prioritize work, personal roles, goals and commitments. 

The time management matrix will help you identify what you really spend your time on. Made popular by 

the late Stephen R. Covey, it's based on the the idea that all your time is spent in a four quadrant matrix. 

 
 Urgent Not Urgent 

Important 

1 Necessity - Reduce 

 

Tasks that need your 

immediate attention.  

Reactive ‘fire-fighting’ 

2 Quality - Increase 

 

Habitual, proactive 

actions that reduce 

quadrant 1 

Not  

Important 

3 Deception - Manage 

 

Things that appear to 

be worth doing 

4 Waste - Avoid 

 

Time wasting 

activities 

 

➔ Quadrant 1: Urgent & Important 

◆ The Quadrant of Necessities - reactive tasks that need to be done, often at the last minute. 

Crises, 'fire-fighting' and looming deadlines are typical examples. 

◆ Time spent in this quadrant can't be avoided, but it can be significantly reduced if you're 

prepared to spend more time in... 

➔ Quadrant 2: Important, but not Urgent 

◆ The Quadrant of Quality - proactive tasks, often habitual, that maintain or improve the quality of 

your work and life.  This is the one to aim to spend more time in. 

◆ The more you expand this quadrant, the more you reduce the other three, particularly 

'pseudo-emergencies' that should never have been allowed to become so.  

◆ Examples include maintaining and building relationships, regular exercise, healthy eating or 

learning new skills... 

➔ Quadrant 3: Urgent, but Not Important 

◆ The Quadrant of Deception - plenty of people have gone home in the evening wondering where 

all the time went. Well, it was here! It's so easy to get sucked into doing things that are the 

wrong side of the 80-20 rule. 

◆ Many meetings, popular activities and easy tasks are probably a waste of your time. 

➔ Quadrant 4: Neither Urgent or Important 

◆ The Quadrant of Waste - you know what it is and you know when you've been in it. The trick is 

to know when you're in it. Often, it starts out as restful time (which is Quadrant 2). 

◆ The tipping point comes when you spend too long doing mindless things. 

◆ Wasting time online (hello Social Media), TV and excessively long conversations are classic 

examples. 

Make the Time Management Matrix work for you: The best judge of which quadrant you are in is you. 

As your awareness improves, you enhance your ability to choose how to spend your time. Use the time 

management matrix to help you do more of what matters. TIP: This month write down the things you do 

where they fit into the matrix and set goals from there based on what you know about the matrix. 

 


