
IMPORTANCE TO YOUR OBJECTIVES

HIGH URGENCY/LOW IMPORTANCE HIGH URGENCY/HIGH IMPORTANCE

Delegate or automate it
e.g. inbound sales calls, some meetings, some 
report deadlines

Do first
e.g. employment disputes, projects with close 
deadlines, people crises

LOW URGENCY/LOW IMPORTANCE LOW URGENCY/HIGH IMPORTANCE

Eliminate or do it last
e.g. colleague distractions, spam emails, social 
media scrolling

Schedule it
e.g. personal development, strategy and planning, 
developing relationships

T I M E / U R G E N C Y  M A T R I X

(The Eisenhower Matrix)

H R S U P E R S TA R  T E M P LAT E  #19

© COPYRIGHT 2021 H R-S U P E R S TA R.C O.U K. THIS PAGE HAS BEEN PRINTED WITH PERMISSION FROM HR-SUPERSTAR.CO.UK. PLEASE VISIT 
OUR WEBSITE FOR FURTHER TOOLS, ADVICE & A LIBRARY OF COMPREHENSIVE TEACHINGS, SO YOU TOO CAN BECOME AN HR SUPERSTAR!

U
R

G
EN

CY
 T

O
 R

ES
P

O
N

D


