
6

PRIORITIZATION PLAN
Many people find it difficult to prioritize work, so they procrastinate getting certain 
projects completed. This can be frustrating for the employee, the team, and their 
manager. Leaders can help people understand what is most important, and point 

them to what they need to focus on for mutual success.

We all know that often the urgent work ends up taking 
priority over the important tasks. We know the example 
of putting the big rocks in the jar first before the jar 
gets filled up with little rocks, sand, and water. But little 
tasks are often addressed first.

For managers and leaders

Managers and leaders can help their people by asking:

“What are you working on today?”
 
“What are you working on this week?”

“Do you need any help on this project”

“Are you familiar with the next project steps?” 

Based on the answers, help the employee prioritize by 
providing a deadline and reason. 

“Great! Our focus is on the Jones proposal right 
now, because they’re making the decision 
on Friday afternoon. Can you have your part 
completed by Thursday at 8 a.m.?”

Further guide the time allocation with, “The Jones 
project is our critical issue this week.  Then we 
can move on to the Smith project.”

For employees: 

Some employees work for supervisors who may not be 
great communicators. Rather than guessing, they key is to 
ask for clarification information and deadlines. 

“Susan, I want to do a great job on the Jones project. 
I know you need time to review it. What else do I 
need to know about the project?”

“Are there any deadlines I need to know about?” 

“What do you need from me?”

I can better support the organization by focusing on 
this week:
1.   __________________________________
2.  __________________________________
3.  __________________________________
4.  __________________________________
 

Next week my top projects are:
1.   __________________________________
2.  __________________________________
3.  __________________________________
4.  __________________________________
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