Paul Hondorp/Western Kentucky University

Rehearsal Break: 
Time management, life balance and…the Matrix?


Time is SUPER precious – being disciplined about your time management is simply an acknowledgement of just how much this is true!

Effective time management is needed…
…for productivity in our precious “open” time 
…to assess life priorities in the context of the day to day
[bookmark: _GoBack]…for our mental and physical health
…to maximize our TIME FOR CREATIVE THOUGHT/EXPRESSION!


“What is important is seldom urgent
and what is urgent is seldom important.”

-Dwight D. Eisenhower

The Eisenhower method/matrix/square:

Evaluate items that land on your “to do” list based on their IMPORTANCE and URGENCY:

· Critical and Immediate
· Critical and Not Immediate
· Not Critical and Immediate
· Not Critical and Not Immediate

Selected software options that integrate the Eisenhower Matrix philosophy:
· Priority Matrix (multiple platforms; subscription costs vary)
· Eisenhower (app - 2.99)
· Eisenhower’s Notes! (Android app on Google play)
· Do Matrix (Ios app - 1.99)
· Quad (app - 1.99)
· Eisenhower matrix (Eisenhower.me; web only)
· TimeGT (online only)
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Do these now! Ideally, involve some of this every day

SOME email LONGER TERM GOALS

SOME phone calls CREATIVE THOUGHTS/INSPIRED THOUGHTS
(EXAMPLE: Call accompanist regarding venue change :) PROGRAM DEVELOPMENT

(EXAMPLE: go to Parent Teacher meeting for my child) PERSONAL GOALS - WHERE DO | WANT TO BE?
(EXAMPLE: Pay rent!) M This is where we are our most productive

(EXAMPLE: New recruiting event)
(EXAMPLE: Think about how you can contribute to ACDA...)

(EXAMPLE: exercise.)
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Do these soon Empty your brain!

SOME email and phone calls Let the KNOWLEDGE that you've written it down CLEAR it from your brain
DELEGATE if you can At the beginning of a day, run through this list and see if anything needs to get moved
(EXAMPLE: book hotel for convention If anything lands in this list that you can't categorize in the other 3, DELETE IT!!!!

(EXAMPLE: ANYTHING THAT WAKES ME UP AT 4 AM)

(EXAMPLE: social media)









Do these now!

SOME email

SOME phone calls

(EXAMPLE:  Call accompanist regarding venue change :)

(EXAMPLE:  go to Parent Teacher meeting for my child)

(EXAMPLE:  Pay rent!)

Critical and Immediate - TODAY'S LIST!

Ideally, involve some of this every day

LONGER TERM GOALS

CREATIVE THOUGHTS/INSPIRED THOUGHTS

PROGRAM DEVELOPMENT

PERSONAL GOALS - WHERE DO I WANT TO BE?

This is where we are our most productive

(EXAMPLE:  New recruiting event)

(EXAMPLE:  Think about how you can contribute to ACDA...)

(EXAMPLE:  exercise.)

Critical but Not Immediate - Planning!

Do these soon

SOME email and phone calls

DELEGATE if you can

(EXAMPLE:  book hotel for convention

Not Critical but Immediate

Empty your brain!

Let the KNOWLEDGE that you've written it down CLEAR it from your brain

At the beginning of a day, run through this list and see if anything needs to get moved!

If anything lands in this list that you can't categorize in the other 3, DELETE IT!!!!

(EXAMPLE:  ANYTHING THAT WAKES ME UP AT 4 AM)

(EXAMPLE:  social media) 

DUMPING GROUND



Rehearsal Breal:
Time management,life balance and...the Matrix?
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“What s important i seldom urgent
‘and what s urgent i seldom important.”

L ———

[ ———
TSI T
:m..mf'm Ui o G
Rnr



