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Time and prioritisation 5-day sprint
Welcome to your five day time management sprint!
Each day we’ll introduce or re-introduce a technique that you can use to work on your time management and prioritisation skills. By the end of the week, you’ll have tried out some new approaches to prioritising your time and found the ones that are most enjoyable and effective for you.

If the sprint of the day isn’t something you need to work on why not pick one from the time and prioritisation resource to focus on?

Sprint day 1 – Get clear on your priorities

Listen to Squiggly careers podcast episode https://www.amazingif.com/listen/skills-sprint-prioritising/ (6 min listen) and then create your personal win-watch.

Or

Answer the following questions to create your own win-watch;

· What is important to you, that you want to focus on over the next three months? 
· Write these down (keep it to a few items maximum) and use these to help you prioritize tasks/activities 
· At the end of the three months review the progress you’ve made on these items, what have your wins been?  
· Repeat by creating your win-watch list for the next three months, using it to help you prioritise and reviewing at the end of the time period. 

Reflect, and at the end of the day consider sharing one item from your win-watch with others.

Sprint – day 2
4 Ds of time management


Try using the 4D approach to categorise your tasks 
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DO
Do it now!
(urgent and important)
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DELAY
Schedule for later
(important but not urgent)
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DELEGATE
(not important but urgent)
	
[image: ]
DELETE
(not important and not urgent)



Do small (2 minutes or less) tasks. 
Delete tasks that you can rapidly decide aren’t yours. 
Delay or Defer tasks that don’t need to be done today, schedule in when you’ll complete them. 
Delegate tasks which can be done by someone else. 
Alternatively, use this fillable Eisenhower Matrix to categorise your tasks by importance and urgency https://academicsuccess.ucf.edu/sarc/wp-content/uploads/sites/31/2020/12/Eisenhower-Matrix-Fillable.pdf 

Look back at your day and share with others what tasks you’ve been able to delegate or delete and celebrate the small wins! 


Sprint – day 3
Yes damn, no yay


Yes damn / No yay effect happens because of our tendency to say yes to things in the future. So, for example, someone asks us to attend a meeting next month and we instinctively accept – Yes! – without thinking about our own workload; when next month comes and we see the meeting in our diary we regret the decision – Damn! 

A proactive way of counteracting this is learning to say No to things, while also blocking the time that you would have been busy because of them – No-Yay! So, while we politely decline the meeting – No! –, we still add it into our calendar; when next month comes and we see the little time block we are instantly relieved we protected the time to focus on our own priorities – Yay!

Your activity for today is to try this out with a new incoming unexpected request – we suggest starting with a simple request that you will not feel pressured into accepting. 

https://medium.com/@rkelly_63826/less-yes-damn-more-no-yay-a1ff570f1548 

Remember: small changes lead to great impact. Share your No-Yay win of today.

Sprint – day 4
Distraction list- Managing your wolverine

Merlin Mann uses the following analogy for using your email inbox to organise your time and priorities – “You would not put up with a cutlery drawer that sometimes had a wolverine in it, so how could you run your life out of something where, literally anybody can put anything in there?” (taken from https://slate.com/human-interest/2019/04/inbox-zero-email-nightmares-behavioral-science.html )

We face a range of distractions during our day, not just emails. A MS Planner notification in your desktop, that non-urgent task keeps nagging you at the back of your brain.

Manage your distractions by writing a distraction list!

· Grab yourself a small piece of paper or use a page in your Prosper notebook.
· Start working on whatever you need to be doing, and write down any distraction, internal or external on that little piece of paper next to you. 
· Once it’s on paper, just leave it be. 
· Go back to your list during your break and decide if any of the items need action taking.
· For additional tasks that occurred to you decide on if they are a priority for you or not (see 4D’s or Eisenhower matrix from day 2) 
· For digital distractions see if you can mute them or set yourself to ‘do not disturb’ at specific times
· For distracting colleagues review if you can ask them to not interrupt you when your status is marked as ‘busy’.

For other top tips in how to deal with a range of distractions see https://www.indeed.com/career-advice/career-development/eliminate-distractions
and https://www.reviewstudio.com/blog/how-to-manage-internal-distractions-with-a-distractions-list/ 

At the end of the day why not share what your biggest distraction was: did you manage to keep it at bay?


Sprint – day 5
Pause and re-energise

Being constantly on the go is often our default. But pausing is an essential element not only of wellbeing, but to allow your body and brain to work at their best, improve your performance and boost creativity. There are different ways of pausing within your workday, be it blocking the time in your calendar, taking a walk, looking at your energy levels throughout the day and adding a pause whenever you know a slump is coming.

For today, look at AmazingIf Podsheet on Pausing (https://www.amazingif.com/wp-content/uploads/2024/11/442-Ask-the-Expert-Pause.pdf ) and try it out activity 1.

If you have time and want to know more, listen to the podcast https://www.amazingif.com/listen/ask-the-expert-pausing/ (26 min 22).
Alternatively, you might like to set aside some time for curiosity.
Dedicating some time to pure curiosity will help re-energise yourself and your work but also will give you space to explore and embrace what motivates you.

Take a few minutes to reflect on what you would really like to do but have been putting off. Set aside a chunk of time and start exploring, let your curiosity lead you, let yourself go down the rabbit hole!


https://hbr.org/2018/09/the-business-case-for-curiosity 
https://www.forbes.com/councils/forbescoachescouncil/2021/06/01/curiosity-why-it-matters-why-we-lose-it-and-how-to-get-it-back/ 


If you’ve enjoyed this sprint, come back here and share what has worked well and what strategies you will take forward. 
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