Why prioritise?

Everybody puts things off sometimes, but keep putting things off and the work, marking or
planning will pile up and begin to seem an insurmountable task. Delaying things until the
last minute is also a cause of stress and stress can interfere with your ability to work
effectively and to remember things. People have a tendency to concentrate on completing
the easy jobs first, which obviously delays the more difficult or complicated tasks and this
is why prioritising and improving your time management is very important.

How do | decide on where to start?

There is a difference between a task that is urgent and a task that is important — an
urgent task may not be very important! Begin to prioritise your work by listing the tasks
you need to do in order of importance — in other words compile a ‘to-do’ list. Make sure
that you break the large tasks down into more manageable ones and perhaps split your
list into things to do ‘now’, ‘this week’ and ‘this month’. Finally, make sure you draw up a
new list frequently.

Why use a ‘to-do’ list?

» Once you have written a task down you can stop worrying about forgetting to do it. This
relieves stress and many a sleepless night.

* |t helps you decide on priorities and to complete the most important and the most
urgent tasks first.

e You are less likely to become side-tracked when focussing on your list and you will gain
more of a sense of purpose.

e |t is very satisfying to tick things off as you do them and this encourages you to do more
and to stay on course with your list.

» This gives you a feeling of control over your workload, rather than feeling that the work
is controlling you.



