Productivity Tips:

Doing less to get more done.
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What is the Eisenhower Matrix? DAD Why use it? How do you use it?
A prioritisation tool where work P > Ensure focus on the highest Prior to starting work, look
is broken into distinct actions priority work to be done. Label at all the tasks and allocate
and time allocations. 3 work based on impact. g them to a quadrant based
on Urgency and Importance.
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Don‘t do work in N ~Na N nergy Is
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the order it arrives! 20% Spent MOST time here, P
Handover to others, check progress dellVe”ng these tasks
& give feedback

It needs to be done.
Pass it over to someone else
who has the capacity.

The tasks is both mission critical and time critical.
Focus all energy on getting it done ASAP!
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Delete Decide ‘,
It is discretionary.
Do it if there is time, Plan and set aside

otherwise delete it from the list. time in the future Things Change over time.
when it will be done. - Keep an eye on the work,
o .
(o) o adjust as needed.
Use the 4Ds to pent some time planning
S ime planni 20% ~
DELIVER and/or executing these tasks Spent some time planning
and/or executing these tasks ‘
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eep oing: - ~ Use this technique for the things that can
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Every time new work is — — distract you as well (email, etc.).
identified, assign it to a - N Use this as a team to ensure alignment on
quadrant, then work on it as key deliverables.
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