














The Time Management Matrix

Important

» Type | Activities:

(urgent and important)

Not Urgent

» Crises
» Pressing problems
» Deadline-driven projects

The Time Management Matrix

Important

» Type | Responses:
(urgent and important) impora

Urgent

Not Urgent

» Stress

» Burnout

» Crisis management

» Client frustration

» Always putting out fires













The Time Management Matrix —
Lessons Learned

» We react to urgent matters

» Important matters that are not urgent require
more initiative, being proactive
» If we don’t have a clear idea of what is

iImportant, we are easily absorbed in responding
to the urgent

Plan your work day before starting

» Make a “to do” list and stick with it
» Schedule difficult tasks during your peak energy time

» Handle “real” crises
immediately

» Avoid procrastination

» Know your strengths and
weakness

» Be punctual to meetings
» Learn to say “no”

10



11



12



13



14



Have Effective Meetings

» Have an agenda
» Have clear goals and direction
» Start and end on time
» Meet with key people
» Keep things on task

» Facilitate the meeting
discussion

» Assign action items

Discussions

KITTELSON & ASSOCIATES, INC.
AAAAAAAAAAAAAA ENGINEERING/PFLANNING

15



