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LEARN TO PRIORITISES
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Things which matter most 

must never be at the mercy 

of things which matter least.

GOETHE

As a social innovator, the more

empathetic you are, the more issues you

will see around you to be solved. The

more creative you are, the more ideas will

flow through your head. The more visible

your venture becomes, the more others

will contact you with opportunities for

collaboration. The further you go, the

more elements there will be to deal with.

The only thing that will not change is the

24 hours you have in a day. If you don’t

learn to prioritise, you will soon be

drowning in started projects, new

commitments and unfinished work. This

is a fast track to inefficiency, losing your

momentum and burnout. You need to

learn to prioritise in order to keep

yourself, your team and your innovation

healthy and on track.

If everything feels like it’s #1, follow these steps to gain some clarity:

1. Make a list of all your to-dos, projects and tasks.

Write down everything you can possibly consider getting done in the

coming day / week / month / year (depending on the time horizon of

your planning exercise).

2. Classify these in the Urgent-Important Matrix.

Quadrant 1: ‘Do First’ – this quadrant ‘contains tasks that are both

urgent and important. These are “do first” tasks because they are

critical for your life or career in some way and need to be finished

right away.’

Quadrant 2: ‘Decide When – The tasks in quadrant 2 are important,

but not urgent. This is where you want to invest the majority of your

time. Quadrant 2 tasks are in line with your long-term goals.’

Quadrant 3: ‘Delegate It – When you think something is urgent but it

actually is not, it is usually an outside source of distraction (…)

These little things can be handled by other people.’

Quadrant 4: ‘Delete It – These tasks are simply a waste of your time,

and they should be eliminated. If you are able to identify and

eliminate all of your quadrant 4 tasks, you will free up some much-

needed time to invest in your quadrant 2 tasks.’2

‘If you physically and realistically cannot meet a deadline, return a 

call, have a meeting until two days time… Just. Say. No.’1

WHY? HOW?
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To learn more social innovation skills, visit www.socialinnovationacademy.eu
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