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PRIORITISE

In today’s busy environment, it is good to have a plan, maybe even several. A good plan will include putting both your needs (not wants) and any tasks that
need to be done alongside the available time that you have. Once you have a list of your needs and tasks you can then use the following matrix that was
introduced by Stephen Covey in his book, The Seven Habits of Highly Effective People.

This matrix is an extremely useful way to help you focus, and it then gives some order to the tasks and demands you are experiencing:
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