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Are you having trouble multitasking and prioritizing your time? The best place to start is by using a time management matrix. This quadrant organizer was first introduced by Stephen Covey, famous American keynote speaker, and has changed the game for multitasking by prioritizing time more efficiently. 
After reading the article, “Studies on Multitasking Highlight Value of Self-Control” by Sarah Sparks, my view on multi-tasking has completely changed. Thirteen to eighteen year olds use more than six types of media outside of school, including Twitter and Snapchat, and because of this, they have developed the tendency to pay continuous partial attention to everything, resulting in them having difficulty to concentrate deeply on anything. Students are always on their phones while doing homework or other important tasks due to FOMO, or “fear of missing out”. However, multi-tasking takes longer than doing one task after the other and when you have to make a choice while multitasking, there is a brief “bottleneck” in the prefrontal cortex. This is the part of the brain that regulates cognitive, emotional, and behavioral functioning and the “bottleneck” results in a delay of the second task. Multi-taskers perform worse and are much more distracted on memory and attention tests. To prove this, an experiment was conducted where professors texted their students during important times of a lecture. Those who were texting during the lecture did much worse than those who did not. A similar experiment known as the “marshmallow test”, which instead used four year-olds, shows that those who have self control to not eat the marshmallow in front of them show academic and social success in the following years compared to those who did not. These two experiments proved similar results in that multi-tasking is not necessarily a good thing. Multi-tasking is simply a result of practice and people should be taught metacognitive skills, instead of “how to multi-task”, to help them cope in the modern economy and to work collaboratively with others. (Sparks)
I am someone who always has a lot to do and I find myself trying to multi-task a lot. Whether it is having a heaping pile of algebra and history, or just simply having a lot of chores to do, it all gets overwhelming and I find myself trying to do it all at once. It is not necessarily good to multitask between two opposites, such as algebra and history, because of the shift in focus. If I shift between my algebra homework and history homework, during that shift, or “bottleneck”, it delays my second task, lets say history, and I am not able to fully comprehend the information. I have to remember what I’m reading and get my head back into the information because it is not just moving my eyes. (Yantis) It’s like I’m looking at the words but not really taking it in, also referred to as “paying continuous partial attention”. In the future, when I find myself in this type of situation, I will know it is better to take it one step at a time instead of doing it all at once.
Stephen Covey, author of “The Seven Habits of Highly Effective People” and American keynote speaker, came up with the time management matrix. The time management matrix helps you prioritize your time by dividing your tasks into four quadrants according to importance. Quadrant one is reserved for high urgency tasks, such as deadlines and a crisis. Quadrant two is used for planning and preparing. This is the quadrant you should maximize your time in order to avoid quadrant one activities, such as a deadline. Quadrant three is for distractions with a high urgency, such as meetings or interruptions. Quadrant four is for activities with little value, such as watching TV or surfing the internet. To apply the time management matrix, you should print out six copies of the grid, 5 for each workday and one for a final assessment of the week’s activities. The final assessment will not only help you see if you’ve met your goals, but you can also see if your time was well spent. (Mueller)
Anytime someone asks me to help with managing their time, I always recommend Covey’s time management matrix. Learning these strategies has benefited me greatly, as I now have developed a multitude of different management and prioritization technique that I like to share with others. Since the brain can’t actually multitask, it is extremely beneficial to use the management matrix because we perform our tasks better if we take them one at a time, which is exactly what the management matrix exhibits. It’s time to put a stop to never ending to do lists and unnecessary stress by using the time management matrix.
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