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Productivity is not just about hitting numbers or checking off tasks but also about
managing resources efficiently and achieving our goals.  The challenge lies in
effectively setting priorities when there is a constant influx of tasks and projects.
 
It can be overwhelming to navigate the endless stream of tasks and projects in today's
fast-paced tech environment.  We have all been there, struggling to set priorities and
stay productive while juggling competing demands.
 
As the workload increases, it is essential that we have a clear understanding of our
high-level objectives.  However, knowing our goals is not enough.  Our work
environment is complex, and we must consider factors enabling or stopping us from
achieving the goal.   Therefore, prioritizing the tasks that would move us closer to the
desired outcome is key.
 
There are many prioritization techniques at our disposal, but not all of them work for
everyone or in all situations.   Therefore, it is important to experiment with different
techniques and communicate openly with your team to determine what works best
for your specific needs.  Here are three prioritization techniques you can consider.
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The prioritization matrix is a useful tool that helps you to assess and prioritize your
tasks based on their impact and urgency. By categorizing tasks into four quadrants,
you can focus your efforts on the most important ones.

Tasks that are both highly impactful and urgent should be your top priority, as they
require immediate attention. Tasks with high impact but lower urgency should be
designated as second priority, allowing for strategic planning and proactive action.
Tasks that are highly urgent but have a low impact should be acknowledged as third
priority, and you should try to resolve them quickly despite their lower importance. 
Lastly, tasks that have low impact and no urgency should be identified as "Why am I
doing this?" and trigger a re-evaluation on their necessity and potential elimination.

Using this method, you can make the most of your time and resources and focus on
tasks that matter the most.

PRIORITIZATION MATRIX
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The "value vs effort" prioritization method offers a strategic framework for efficiently
managing tasks when facing a high workload.  You can prioritize your efforts more
effectively by evaluating each task based on their value and the effort required. 

Tasks that promise significant returns with minimal resources are given the highest
priority to ensure immediate attention. This approach allows you to allocate your time
and energy efficiently, maximize productivity, and achieve meaningful outcomes. 
Conversely, tasks that require more effort despite their high value are categorized as
second priority to ensure that they receive the appropriate consideration. 

Tasks with low value and low effort are set as the third priority, providing a guideline
for addressing less impactful tasks when time permits, such as many administrative
tasks.   Finally, tasks that require a lot of effort but have low value are identified as
candidates for elimination. This will streamline your workload by removing tasks that
offer minimal value relative to the effort invested.

Utilizing the "value versus effort" prioritization method can help you accomplish tasks
that are more meaningful while optimizing your time and energy.

VALUE VS EFFORT

2022 by Walking Tree, LLC.  All Rights Reserved.  May not be reproduced without permission. 

First priority Second priority

Third priority Eliminate?

Value

Effort

High

Low
HighLow



The ABCDE method is a prioritization technique that helps you manage your tasks
effectively by assigning each task a letter based on its level of importance.  In this
method, tasks are categorized as follows: A for very important tasks that require
immediate attention, B for less critical tasks that still need to be addressed but are not
urgent, C for tasks that are nice to do when time allows, D for tasks that can be
delegated to someone else, and E for tasks that can be eliminated altogether. 

By categorizing tasks in this way, you can focus your time and energy on the most
crucial activities, ensuring that you manage your workload efficiently and achieve
your goals effectively.  

This method empowers you to make informed decisions about how to allocate your
time, effort and resources, and manage your workload, ultimately leading to increased
productivity and success. 
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A = Very important tasks. You need to take care of it as soon as possible.

B = Less important tasks. You need to take care of these tasks, but it is not urgent.

C = Nice tasks to do. When time allows.

D = Tasks to delegate. Pass these to someone else.

E = Tasks you can eliminate.

Have questions or need further assistance? 
Send us an email at info@walkingtree.green


