Have a lot to do but don't know where to start?
Prioritize and reach your gols.

FOUR-QUADRANT APPROACH

Stephen Covey argues that, as a field of management study, time management has gone through four stages:

1. ldentifying tasks and recognizing demands on our time.

2. Using calendars and appointment books to schedule and plan for the future.

3. Planning ahead and prioritizing activities; applying personal values to the process of prioritization.
4. Focusing on activities that are not urgent but are important.
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Quadrant | is for immediate and important deadlines.

Quadrant Il is for long-term strategizing and development.

Quadrant lll is for time-pressured distractions. They are not really important, but someone wants it now.

Quadrant IV is for those activities that yield little if any value. These are activities that are often used for
taking a break from time-pressured and important activities.

RESEARCH IT AND REFLECT IT

By being able to analyze where your time goes through

reflection, you can carry it out in a vast majority of steps.

Start from Step 1 and reflect when you make your time
management goals to see how they work.

*  Where in the cycle does it occur?

* How are the obstacles stopping you?
*  What do you observe?

* How are you self-aware?

Adapted from Covey, S. (1989). The 7 Habits of Highly Effective People: Powerful Lessons in Personal Change. New York, USA: Simon & Schuster.
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What could be the most important '
accomplishments of this team?
What changes might be !
/ desirable? Are new observations
needed? If yes, plan a change or
test. Decide how to use the
observations.

Study the results.
What did we learn?
What can we predict? \

Observe the effects "
of the change or test.

\ Carry out the change or test decided,
preferably on a small scale.

Step 5. Repeat Step 1, with knowledge accumulated.
Step 6. Repeat Step 2, and onward.

Fig. & The Shewhart Cycle [Deming, 1982].
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