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HOW DOES THE RELATIONSHIP BETWEEN URGENT AND IMPORTANT IMPACT ON THE SUCCESS OF YOUR BUSINESS?

I was given this concept by a co-worker years ago and have used it since in regards to managing your time and deciding what you should focus on. After recently listening to the Audio Book – “The 7 Habits of Highly Effective People” by Stephen Covey, I realised where the concept came from. For those of you who haven’t read the book, one of the habits is “to put first things first”. Integral to this habit is the relationship between Important and Urgent.

So what is the concept?

Every action that you take has a level of importance and a level of urgency. Therefore, you can break your actions down into 4 different areas.

1. Urgent and Important

This is where most Managers/Business Owners spend their time. It is the day to day stuff that needs to be done to a deadline and if it isn’t completed there can be ramifications. It is also reactive. What I mean by this is that you are reacting to the demands of the day. For this reason, it is also known as Management by Crisis.

2. Urgent and Not Important

These actions are generally a result of someone else. They are not important to you or your business, but they are important to another person. Therefore, they create a sense of urgency around the action. A classic example is a call from a Sales Representative selling something you don’t need or a demanding D Class customer. These actions are not important to you, because if you don’t do anything it won’t have a great impact on the overall success of your business.

3. Not Urgent and Not Important

This is the classic time wasting actions we are all guilty of. It’s reading that funny email, playing solitaire or having a chat with a co-worker etc. They are also actions you undertake as a form of procrastination. You have a task you really should do, but don’t know where to start, so you keep yourself busy doing time wasting tasks to justify not doing the important task.

4. Not Urgent and Important

This is the one area that you can really make a difference. This is where you are being proactive, working on tasks that will help you achieve your goals more effectively. It is what is commonly known as working ON your business, rather then IN it. The more time you spend in this area, the less time you will eventually have to spend in Area 1. It is where you work strategically on your business, streamlining the systems and developing new strategies to achieve your goals faster. In the 80/20 Rule, it is the 20% of your actions that creates the 80% of your results.

So to have a highly successful business you need to commit to spending more time in area 4. The more time you spend here, the better your business will run and the less stress you will have.

So how do you spend more time in this area?

Simply, you start by reducing the amount of time you spend in areas 2 and 3. You stop time wasting activities and learn to say NO to people that don’t offer anything significant to your overall goals. 

But firstly, you need to be clear on your goals, so that you have a yardstick to measure whether an activity is important or not.

Remember, “If nothing changes, nothing changes!”
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