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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)
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