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running out of time

not having time

buying time

losing time

wasting time

making up for lost time

killing time racing against the clock

hacking time

strapped for time

chunking time

blocking time
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we are 
mentors & models…

not martyrs.
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• which areas are your strongest?
• which areas need some attention?
• any surprises or insights?
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brain dump
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1. urgent 
& important

2. not urgent 
but important

4. not urgent 
& not important

3. urgent but 
not important



E
IS

E
N

H
O

W
E

R
 M

A
T

R
IX

1. urgent 
& important

2. not urgent 
but important

4. not urgent 
& not important

3. urgent but 
not important

do
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1. urgent 
& important

2. not urgent 
but important

4. not urgent 
& not important

3. urgent but 
not important

do & delay
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1. urgent 
& important

2. not urgent 
but important

4. not urgent 
& not important

3. urgent but 
not important

delegate
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1. urgent 
& important

2. not urgent 
but important

4. not urgent 
& not important

3. urgent but 
not important

delete
(& maybe delight)
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1. urgent 
& important

2. not urgent 
but important

4. not urgent 
& not important

3. urgent but 
not important

do do & delay

deletedelegate
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in which quadrant 
are the majority 
of your tasks?

why?
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• pause
• preparation
• presence & 

participation 
• productivity

from meeting to MEeting
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one thing 
& 

accountability
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getting things done without coming undone

tiME management: 


	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Slide Number 19
	Slide Number 20
	Slide Number 21
	Slide Number 22
	Slide Number 23
	Slide Number 24
	Slide Number 25
	Slide Number 26
	Slide Number 27

