
Self-Assessment

Identify personal values and goals

Evaluate current commitments and responsibilities

Reflect on short-term and long-term aspirations

Define Objectives

Determine specific and measurable outcomes

Prioritize based on importance and urgency

Break down larger goals into smaller tasks

Time Management

Allocate time blocks for different tasks and goals

Use tools such as calendars and to-do lists

Identify time-wasting activities and minimize them

Importance 
vs. Urgency

Differentiate between important and urgent tasks

Focus on important but not urgent tasks for long-term goals

Address urgent tasks promptly but avoid constant firefighting

Align with 
Values

Ensure priorities align with personal values and beliefs

Consider how each task contributes to overall well-being and fulfillment

Say no to tasks or commitments that do not align with priorities
Review and Adjust

Regularly review progress towards goals

Celebrate achievements and milestones

Adjust priorities based on changing 
circumstances or new insights

Self-Care

Prioritize self-care activities (e.g., exercise, rest, hobbies)

Recognize the importance of mental and physical well-being

Avoid burnout by balancing work and relaxation

Stay Organized

Organize workspace and digital files for efficiency

Keep track of deadlines and milestones

Use productivity tools to streamline workflows

Delegate and 
Collaborate

Delegate tasks that can be handled by others

Collaborate with team members or peers to achieve common goals

Share responsibilities to lighten individual workload

Flexibility and 
Adaptability

Remain flexible to adjust priorities as circumstances change

Be adaptable to new opportunities or challenges

Reassess priorities regularly and make adjustments as needed
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