
First Things First: Job Aid for Prioritizing Tasks


Step 1: Identify Your Goals

• Short-Term Goals: What do you need to accomplish today or this week?


• Long-Term Goals: What are your objectives for the month, quarter, or year?


Step 2: Use the Eisenhower Matrix

1. Urgent and Important: Do these tasks first (e.g., deadlines, crises).


2. Important but Not Urgent: Schedule these tasks (e.g., strategic planning).


3. Urgent but Not Important: Delegate these tasks (e.g., minor issues).


4. Not Urgent and Not Important: Eliminate these tasks (e.g., time-wasters).


Step 3: Plan Your Day

• Top 3 Priorities: Write down the three most important tasks to complete.


• Time Blocking: Allocate specific times for each priority task.


• Buffer Time: Include buffer periods for unexpected tasks or emergencies.


Step 4: Break Down Tasks

• Small Steps: Divide larger tasks into manageable steps.


• Set Deadlines: Assign deadlines for each step to stay on track.


Step 5: Eliminate Distractions

• Workspace Setup: Create a distraction-free environment.


• Focus Techniques: Use techniques like the Pomodoro Technique (25 

minutes work, 5 minutes break).


Step 6: Review and Adjust

• Daily Review: At the end of each day, review what you’ve accomplished.
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• Weekly Review: Assess your progress towards your short-term and long-

term goals.


Step 7: Communicate Priorities

• Team Alignment: Share your priorities with your team or manager.


• Regular Updates: Provide regular updates on your progress and any 

changes.


Tips for Success

• Stay Flexible: Be ready to adjust your priorities as needed.


• Celebrate Wins: Acknowledge and celebrate your achievements, no matter 

how small.


• Stay Motivated: Remind yourself of the long-term benefits of prioritizing.


Tools and Techniques

• To-Do Lists: Keep track of tasks and deadlines.


• Planners: Use daily, weekly, or monthly planners to organize your tasks.


• Digital Apps: Try apps like Todoist, Trello, or Asana for digital task 

management.
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