
Prioritising Tasks 

 

 Urgent Non Urgent 

Important 1.Urgent tasks with 
looming deadlines go in 
this section. You need to 
address these tasks first 

2.List tasks in this section which 
are important but with a 
deadline which is slightly further 
away. Address these tasks next. 
This will help to lower anxiety so 
you won’t be faced with working 
under extreme pressure. 

Not 
important 

3.This section is for tasks 
that need to be dealt with 
but are not essential. E.g. 
responding to e mails, text 
or letters. These tasks 
should be tackled after 
completing those that are 
important but non-urgent 

4.These are also tasks that would 
be nice to do but are not time 
limited e.g. rewriting notes so 
that they look neater. These 
tasks should be at the bottom of 
your priority list 

 

(Adapted from Craig, 2009:57-58) 


