PRIORITIZING MANAGEMENT pdf
1: Effective Time Management | Personal Development
Countless books have been written on prioritization and time management, yet my experience is that most people often
spend time doing things that are not a high priority.

Green, PhD Countless books have been written on prioritization and time management, yet my experience is
that most people often spend time doing things that are not a high priority. You may think you are making
progress simply because you are busy. Nothing could be further from the truth. In fact, busyness can keep you
from accomplishing anything meaningful by giving you a false feeling of accomplishment while stealing your
time. To reach your goals and achieve success, you must focus effort on your priorities, those things that are
truly impactful and important to you. Everything is Not Important If you want to be successful, you must
manage your time so that you achieve your goals. Managing your time means that you spend time on your
priorities, and it also means that you do not waste time on non-priorities. You can begin to identify your
priorities by answering the questions below. Keep your priorities as simple and clear as possible. Following
are some questions to help you determine your priorities: What are your values? What are your
responsibilities? What is the impact of the activity? Values are those things that truly are important to you.
Values should guide your overall direction in life, and they provide foundational context for your goals and
priorities. Goals are impactful results or accomplishments you want to achieve and should align with your
values. Your responsibilities also influence your priorities. A student has the responsibility to attend class,
complete assignments, learn the class material, etc. An employee has the responsibility to go to work, work
well with others, and be productive. Your responsibilities to your family can have a tremendous effect on your
priorities. Finally, to be successful over the long haul, your priorities must be impactful and have lasting value.
Someone may bring an issue to you seeking help; this issue may be a priority for him but not necessarily for
you. By working on his priority, you lose time that could be spent on your priorities. Of course, your
friendship with him may be a priority of yours, so his issue may merit your time. Please understand that I am
not discouraging you from helping others; in fact, helping others should be a priority. For example, if you
have a major chemistry test in the morning but your roommate wants to tell you about his new motorcycle
tonight, you would be wise to suggest to him that you talk about it tomorrow after your test. In other words,
prioritize your need to study over his priority of talking about motorcycles. Many people struggle to recognize
the difference between urgency and importance. I have observed this lack of understanding several times in
interviews when I ask potential employees this question: The point is that the enthusiasm often associated with
urgency counterfeits itself as importance. You should work on the most important things first, and remember
that urgent issues are not necessarily important issues. You are What You Do Once you separate the important
from the urgent, manage your time so you can focus effort on your priorities. Managing time is easier said
than done. For several years, I taught an orientation class for college freshmen. I asked students to describe
their biggest challenge. Without fail, year in and year out, the answer was the same: Think of it like this: The
least effective person you know has the same amount of time as does the most effective person you know. The
difference, of course, is knowing how to manage your time, avoid distractions, and put maximum effort into
your priorities. Effective time management will have a huge impact on your success. If you spend time on
non-priority activities, then obviously you have less time available for your priorities. Life is a series of
choices. Saying "no" to some activities is as important as is saying "yes," perhaps even more so. A colleague
of mine says, "When you say yes to something now, you are saying no to something else later. But I chose to
spend my time on something else. Here are a few questions to consider: Do you often think you could have
done better on a task or project if you would have had more time? Do you consistently miss deadlines? Do you
consistently ask for extra time to get your work done? Do you have to pull "all-nighters" or rush at the last
minute to get your work done? If you answer "yes" to any of these questions, you likely could improve your
time management skills. The point of managing time to focus on priorities was driven home to me when I
received feedback from my three-year-review committee while I was an assistant professor. The advice I got
was to quit doing some of the things I was doing and put more effort into the aspects of my job that would get
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me promoted and tenured. Their advice, which sounds like common sense now, did not immediately resonate
with me. I was working very hard, and I thought everything I was doing was important. And in some ways,
everything I was doing was important. However, some activities would not help me reach my goal. Thus,
although I was very busy and was working on several activities that seemed "important," I was not spending
enough time on activities that would help me reach my goal. I was spending too much time serving on
committees and not enough time on research. Were the committees important? But time spent on committee
work was not a priority.. Remember, being busy doing something is not the same thing as being productive
doing something important. The difference between busyness and productivity can be difficult to see. Most
people realize they are wasting time if they spend a lot of time online or playing video games. However,
spending time on otherwise worthwhile activities can also get in the way of your progress if those activities
are not priorities. Not all "important" activities are equal, and "good" activities can get in the way of your true
priorities. If you develop and stick with a plan, you will get tasks done on time. Although you need not always
be formal, mentally developing a formal plan is quite valuable. The key points are to: Know what steps are
needed to complete your project. Know the amount of time required to complete each step. Plan enough time
to get the work done on time. Schedule specific time into your calendar to allow you to complete each step.
Prioritize your time to get the work done according to your plan. Let me end with time management advice I
give to students: At the beginning of each semester, add to your calendar your class schedule, work schedule,
student organization meetings, etc. Then set aside time each week of the semester to complete your school
work. You might block out six or eight two-hour blocks each week. This will ensure that you always have
time available each week to complete your school work. At the beginning of the semester you may not know
exactly what you will have to work on during the eleventh week of the semester, but you will know that you
have time scheduled to do it. Key Points on Prioritization and Time Management: Busyness can keep you
from accomplishing anything meaningful. Focus your efforts on your priorities. Not all important activities are
equal, and "good" activities can get in the way of your true priorities. Know what steps are needed to complete
your project, and then plan enough time to get the work done on time. Adapted from Leadership and Soft
Skills for Students: Copyright by Cary J. Published by Dog Ear Publishing. Green, PhD, has been an educator
and mentor to young people for more than twenty years, and has held academic leadership positions for more
than ten years.
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2: Applying Criteria-Based Matrix to Prioritize IT Projects
Prioritization is the essential skill that you need to make the very best use of your own efforts and those of your team. It's
also a skill that you need to create calmness and space in your life so that you can focus your energy and attention on
the things that really matter.

Risk Management - Prioritizing Risk written by: Jean Scheid takes a look at the best ways to prioritize risk.
Before you begin to prioritize your risks, you need to do two things: Identify Risks - Use risk management
effectively by identifying external and internal risks. There are many other areas of the risk management
process; however, being able to prioritize risk is essential for for success. When creating your risk
management plan click here for a template , include a risk treatment plan to assign priorities. The Project
Management Institute has developed several risk management standards including how to prioritize risks. In
risk management, risks are tools. The trick is to align those tools in such a way that they will work for you and
not against you. During project initiation meetings, with the help of team members and stakeholders, identify
risks. The best way to accomplish this is through past experience, including positive and negative results.
What made a prior risk a risk to begin with? Was the risk external or internal? Was the risk handled properly?
Who handled the risk? Project managers need to be a sort of judge and jury when prioritizing risk. Too much
intervention to align your risks will produce chaos. To begin, put on that judge hat and get a head start on your
project using effective prioritizing skills. Project or Product Risk - This should be first. Process - What is your
process for the project? How will it flow? Risks you identify here are important to stay on track. Resources Who will be the best team for the project? Use Six Sigma to help you choose good team members.
Stakeholders - Who are the stakeholders and at what level will they be involved with any risk? Using
stakeholder management is essential in risk management. Risk Tools - What tools will you put in place to deal
with risk? Your risk treatment plan can help you define these tools. Evaluate Risk - Hold a post-project
meeting to evaluate your prioritized risks. Use the tools and templates provided in this article to help you take
a lot at potential risks before the project begins. Scheduling time to analyze risks is essential if you want your
projects, teams, and processes to succeed.
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3: University of Wisconsin-Madison Login
Prioritizing daily tasks is key to successful time management. When you prioritize, you make sure you accomplish the
most important tasks first. Make time management a habit â€” your stress level (and your boss's!) will thank you.

How to Manage Time Effectively? How to motivate yourself effectively? This article presents you techniques
and strategies for time management and will help you to develop time management skills. Definition of Time
Management: What is time management and how can it influence my life in a positive way? Time
management refers to numerous techniques and skills that can help a person to make use of the available time
in the most efficient way and to accomplish goals, tasks and projects within the predetermined period of time.
Time management skills vary from, but are not limited to, prioritizing tasks, planning, scheduling, organizing
and the delegation of functions. However, it also includes an analysis of the time spend for different activities
as well as close monitoring that allows one to improve his time management skills. An individual that applies
time management techniques can improve his productivity, which allows this person to get more work done
within shorter amounts of time. Time management allows us furthermore to take control over our professional
as well as personal life, as it helps us to know what needs to be done and what goals need to be accomplished
on a daily basis. Effective time management can be a true advantage for an employee as it allows him to meet
deadlines of projects without having to delay the completion of it. How to Manage Time Effectively: The
following time management techniques will help you to deal with work overload, allows you to improve your
productivity, and most important: Organization Organization is the alpha and omega of time management as it
helps you to get an overview about your plans for the current day and what tasks need to be accomplished.
Being organized helps you to avoid procrastination and postponement of all kinds. You can do so by creating
a task list to-do-list where you write down the main tasks that need to be done, mention the necessary steps
that lead to the completion of projects and where you split your main goals into subgoals and work towards
their achievement. Sometimes it can be also very helpful to write some ideas down on how you plan to
accomplish some of the more difficult tasks and problems. Make sure to keep your to-do-list in mind and
cross-check it every once in a while, whether you are ahead of your planning or not. When you have solved a
problem, accomplished a tasks or achieved a goal that was part of your task list you can cross it off until you
have accomplished everything that was written on the list. Furthermore it is important to set priorities when
you create a task list, e. This task list can include instructions or ideas on how you plan to reach these goals,
delegate tasks or possible obstacles and how to overcome these. I would also recommend you to include a
particular section into your general task list where you list some of your regular tasks that you have to
accomplish on a daily basis. Prioritization Prioritization is essential as it helps you to focus mainly on your
tasks and duties with the highest priority before you turn to tasks with lower priority that are not related to
your main goals or not contributing towards your intended output. Prioritization is an effective time
management method as it enables you to be more productive in stressful times when you are facing work
overload as you can cast aside time intensive, but unimportant tasks. I personally prefer a combination of
scaling my tasks from 1 - important to the least important task arranged accordingly to their urgency and due
date. However, I recommend you to have a look at all the different prioritization techniques that are being
explained in the following and then to choose whatever techniques fits your needs most. A - Tasks that are
important and urgent B - Tasks that are important but not urgent C - Tasks that are not important and not
urgent What are the advantages of the ABC analysis? By prioritizing your tasks into three categories you will
get an excellent overview of all your tasks, their importance and urgency. What are the disadvantages of the
ABC analysis? The ABC analysis is not an in-depth analysis and not as precise as other prioritizing methods.
It should therefore be combined with the Pareto analysis or be extended by adding two more characters to
imply the urgency and importance of specific tasks e. The advantage is that such a scaled list can be created in
short amounts of time, but it also lacks precision. The Pareto analysis is an easy, but time intensive method to
manage time and improve your productivity. How to apply the Pareto analysis? If a task does not contribute
towards the aimed outcome it is regarded as unimportant. What are the advantages of the Pareto analysis?
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What are the disadvantages of the Pareto analysis? The POSEC method can be summarized as a method to
break the main goals into smaller subgoals and tasks, which makes it easier to address one subgoal after
another until the main goal is finally accomplished. The advantages of the POSEC method are that it does not
only focus on prioritizing tasks at the workplace but also helps you to prioritize pastime activities and social
obligations. In contrast to this is it a disadvantage for people that want to prioritize their tasks and duties at
work in a very precise way. Procrastination is a destructive habit that will distract you from your actual task,
which after all leads to hastiness and stress whenever you cannot met deadlines. Being able to discover, fight
and finally avoid procrastination is an important time management skill and absolutely necessary when it
comes to using your time in an efficient way. The best way to overcome procrastination is by Recognizing that
you are procrastinating Evaluating the reasons you are procrastinating Taking counter-measures against
procrastination One of the most common reasons why we procrastinate is when we have to accomplish
unpleasant or disliked tasks and when we would rather like to do various other activities than performing our
duties. You can beat procrastination by rewarding yourself after you accomplished an unpleasant task,
clarifying the negative consequences of not performing a task and by simply starting to address the task step
by step. In order to manage your time efficient you need to eliminate distractions that prohibit you from
performing your tasks or delay the completion of projects. Distractions vary from the internet, emails or the
telephone up to multiple tasks that are performed simultaneously multi-tasking. This helps you to concentrate
on the important tasks and leaves you more time to accomplish these. You should try to eliminate as many of
these tasks as possible, as these are simply a waste of time. Monitoring Monitoring helps you to find out how
much time you spend for different tasks and - which is more important - it lets you realize how much time you
spend with ineffective activities. You can monitor yourself by creating an activity report where you note down
your activities, the time that it took and the importance of these activities. As soon as you have monitored your
own behavior for a few days you can start analyzing it and if necessary reduce or eliminate unimportant
activities. Goal Setting One elemental part of every to-do-list and general task list is goal setting and the goals
we write down into these lists. Time Management Tools Modern software applications that allow us to
manage time have become very popular with the technological development. These time management tools
vary from simple reminders and calendars that can be used with PDAs, mobile phones and smart phones up to
software products that were developed for the computer. However, the more complicated and precise such an
application becomes, the more time intensive and the less useful they will probably be. The following articles
might also interest you:
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4: How to Prioritize Risks using Risk Management
But still. Knowing how to prioritize work affects the success of your project, the engagement of your team, and your role
as a leader. One of the biggest challenges for project managers and leaders is accurately prioritizing the work that
matters on a daily basis.

Carpenter II The prioritization matrix is a great tool, but it does not seem to be used as much as it could be.
The reason is probably because it takes a lot of time to do manually, and it can be confusing. To make the tool
more usable, this article is accompanied by an automated template in the form of an Excel spreadsheet. The
prioritization matrix, also know as the criteria matrix, is used to compare choices relative to criteria like price,
service, ease of use and almost any other factor desired. While this tool can be used effectively by an
individual, it is great for helping Six Sigma project teams with decision making. In his book, he said the
prioritization matrix is said to: Quickly surface basic disagreements so that they may be resolved up front.
Force a team to focus on the best things to do, not everything they could do, dramatically increasing the
chances for implementation success. Limit hidden agendas by surfacing the criteria as a necessary part of the
process. Increase the chance of follow-through because consensus is sought at each step in the process from
criteria to conclusions. Within the Six Sigma methodology, there are several places where this tool is just
made for the job â€” from selecting projects, to determining which measurement instrument to use, to control
the new processes. The tool is used extensively in making business decisions and in facilitating teams. On the
prioritization matrix Excel spreadsheet, up to nine criteria can be entered, but the number of criteria can be
expanded if necessary. Importantly, the spreadsheet allows weights to be assigned to the criteria since not all
criteria are of equal importance. The example used in the explanation of the matrix is from on a fictitious
project to evaluate and choose knowledge management software. Here is a step-by-step outline of how the
matrix is used: Open the Excel spreadsheet. The criteria entered automatically will be placed in all the
following comparison matrices, the summary matrix and the selection graph. Criteria Weight Figure 2:
Compare the first criteria to each of the others by choosing the most appropriate value from the values chart
Figure 2 and putting it in the matrix. Teams need this reference, particularly at first, to remind them of the
evaluation description and its value. Continue the process by comparing the first criteria with each other
criteria on the list. Then repeat the process for the criteria on the second, third, fourth, etc. Only put a value in
the solid gray areas; the reciprocal value will be calculated and inserted in the light gray areas automatically.
Enter each of the products or processes being evaluated on a separate line in the first column of the second
gray box Figure 3. The entries automatically will be placed in all the other comparison matrices, the summary
matrix and the summary graph. Product or Process Entry Step 4: Now, compare the choices to one another
considering each criteria. The team should use the same values that were used to compare the criteria, or
characteristics, one to another. Consequently the reciprocal value, or 0. Again, the team need only put a value
in the solid gray areas; the reciprocal values automatically will be calculated for the light gray areas. After all
the entries are made, results can be read in the summary matrix Figure 4 and the selection graph Figure 5.
5: Prioritization Skills Video - Time Management From www.enganchecubano.com
Leverage Your Organizational Skills. Your ability to improve your organizational skills and prioritize tasks is a measure of
your overall competence. The better the plan you have, even if as simple as creating a to-do list, the easier it is for you
to overcome procrastination and get started, to eat that frog and keep going.

6: Prioritization: Time Management Advice to Empower Your Success | HuffPost
Once you have gathered all the applicable information from management and other sources, create a project evaluation
and prioritization matrix to identify and rate each project in terms of criteria.
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7: Time & Priority Management Training | ERC
Prioritizing increases the success rates of strategic projects, increases the alignment and focus of senior management
teams around strategic goals, clears all doubts for the operational teams.

8: Prioritization Matrix Is Made Easier with a Template
An in-depth guide to 20 Product Prioritization techniques (page PDF & cheatsheet) Bonus: The Complete Guide to the
Kano model (a page PDF & spreadsheet) You will also get actionable, useful content and resources on Product
Management.

9: Prioritization - Online Time Management Training from www.enganchecubano.com
Over 30 years in engineering, sales, marketing, executive management, and running my own management-consulting
firm, that's the way I've done things and it's always worked out fine.
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