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example of put first things first is a principle rooted in effective time management and prioritization. It

emphasizes the importance of focusing on the most critical tasks before attending to less urgent

matters. This concept is essential in both personal and professional settings to enhance productivity

and achieve meaningful goals. Understanding how to implement this principle can lead to better

decision-making, reduced stress, and improved overall efficiency. This article explores practical

examples of putting first things first, strategies to prioritize tasks, and how this mindset can transform

daily routines and long-term planning. The following sections will provide detailed insights into the

application and benefits of prioritizing effectively.

Understanding the Principle of Putting First Things First

Practical Examples of Putting First Things First

Strategies to Effectively Prioritize Tasks

Benefits of Implementing the 'Put First Things First' Approach

Common Challenges and How to Overcome Them

Understanding the Principle of Putting First Things First

The principle of putting first things first is a foundational concept in time management and personal

effectiveness. It involves identifying the most important tasks that contribute to long-term goals and

addressing those tasks before less important or urgent activities. This principle is closely associated

with prioritization frameworks that help distinguish between urgent and important work, ensuring that



energy and resources are allocated efficiently. Recognizing the difference between what demands

immediate attention and what drives progress is essential to mastering this concept.

Origins and Philosophy Behind the Principle

This concept gained widespread attention through Stephen R. Covey's book "The 7 Habits of Highly

Effective People," where it is presented as the third habit. Covey emphasizes that putting first things

first means managing time based on values and goals rather than reacting to external pressures. The

philosophy encourages proactive behavior, focusing on important but not necessarily urgent tasks,

which often lead to significant results and growth.

Key Elements of Putting First Things First

Several core elements define the effective application of this principle:

Clarity: Understanding what tasks align with personal or organizational goals.

Prioritization: Ranking tasks by their importance and impact.

Discipline: Committing to complete high-priority tasks before others.

Time Management: Allocating sufficient time to important activities to avoid last-minute pressure.

Practical Examples of Putting First Things First

To better grasp the concept, it is helpful to examine real-world examples where putting first things first

leads to improved outcomes. These examples span various contexts including workplace productivity,

personal development, and project management.



Example in Workplace Productivity

In a professional environment, an employee may have multiple tasks with conflicting deadlines. By

putting first things first, the employee identifies the project with the highest business impact and

focuses efforts on completing it before attending to less critical emails or routine tasks. This approach

ensures that key deliverables are met on time, contributing to overall organizational success.

Example in Personal Development

For an individual striving to improve health, putting first things first might mean dedicating time to

exercise and meal planning before engaging in leisure activities like watching television or browsing

social media. Prioritizing health-related tasks supports long-term well-being and prevents the negative

consequences of neglecting self-care.

Example in Project Management

Project managers often use prioritization matrices to determine which project components require

immediate attention based on urgency and importance. By putting first things first, they allocate

resources to critical path tasks that affect the project timeline, ensuring on-time completion and

effective risk management.

Strategies to Effectively Prioritize Tasks

Implementing the principle of putting first things first requires practical strategies that facilitate task

management and prioritization. These strategies can be tailored to individual preferences and specific

work environments.



The Eisenhower Matrix

The Eisenhower Matrix is a popular tool that divides tasks into four quadrants based on urgency and

importance. It helps individuals identify which tasks to do immediately, schedule for later, delegate, or

eliminate. This method promotes focus on important tasks that might not have immediate deadlines but

are crucial for success.

Time Blocking

Time blocking involves scheduling dedicated periods for high-priority tasks. By allocating uninterrupted

time slots for critical activities, distractions are minimized, and focus is enhanced. This strategy aligns

well with the put first things first mindset by ensuring that important work receives priority in the daily

schedule.

Setting SMART Goals

Defining Specific, Measurable, Achievable, Relevant, and Time-bound goals provides clarity on what

constitutes first things. When goals are clear, prioritization becomes easier, and tasks that directly

contribute to these objectives take precedence.

Task Batching

Batching similar tasks together reduces cognitive switching costs and increases efficiency. Grouping

routine or less critical tasks to specific times can free up space to focus on first things that matter

most.

Benefits of Implementing the 'Put First Things First' Approach

Adopting the principle of putting first things first yields numerous advantages in both personal and



professional contexts. These benefits support sustained productivity and well-being.

Increased Productivity

Focusing on high-priority tasks ensures that energy is directed toward activities that produce significant

results. This reduces time wasted on trivial matters and accelerates progress toward goals.

Improved Decision-Making

Prioritization fosters better decision-making by forcing evaluation of tasks based on importance rather

than urgency or convenience. This leads to more thoughtful and strategic choices.

Reduced Stress and Overwhelm

When first things are addressed promptly, last-minute rushes and deadline pressures diminish. This

creates a more manageable workload and lowers stress levels.

Enhanced Goal Achievement

By consistently putting first things first, individuals and organizations align daily actions with long-term

objectives, increasing the likelihood of success.

Common Challenges and How to Overcome Them

Despite its benefits, putting first things first can be challenging due to distractions, poor planning, or

unclear priorities. Recognizing and addressing these obstacles is crucial for effective implementation.



Procrastination and Distractions

Procrastination often leads to neglecting important tasks in favor of easier or more enjoyable activities.

To overcome this, techniques such as the Pomodoro Technique or minimizing environmental

distractions can be employed to maintain focus on first things.

Lack of Clear Priorities

Without well-defined goals, determining what to prioritize becomes difficult. Regular goal-setting

sessions and reviewing objectives help clarify priorities and guide task selection.

Overcommitting

Taking on too many tasks can dilute focus and make it hard to put first things first. Learning to say no

or delegate less critical tasks ensures that essential work receives adequate attention.

External Interruptions

Unplanned meetings, urgent requests, and other interruptions can disrupt prioritization efforts.

Establishing boundaries, communicating availability, and scheduling buffer times can mitigate these

challenges.

Frequently Asked Questions

What does 'put first things first' mean?

'Put first things first' means prioritizing the most important tasks or responsibilities before attending to

less critical ones.



Can you give an example of putting first things first in daily life?

An example is completing urgent work assignments before checking social media or watching TV.

How does 'putting first things first' improve productivity?

It helps focus on high-priority tasks, reducing procrastination and ensuring important goals are met

efficiently.

What is a practical example of putting first things first at work?

Prioritizing a project deadline over attending non-essential meetings demonstrates putting first things

first.

How can students apply 'put first things first' to their studies?

Students can prioritize studying for upcoming exams before engaging in leisure activities like gaming

or hanging out with friends.

What is an example of putting first things first in time management?

Scheduling and completing key tasks in the morning when energy is highest, before less critical tasks,

is an example.

How does 'put first things first' relate to Stephen Covey's habits?

It is the third habit in Covey's '7 Habits of Highly Effective People,' emphasizing prioritizing important

activities to achieve effectiveness.

Can you provide a family-related example of putting first things first?

Spending quality time with family during dinner before checking emails or working late exemplifies

putting family first.



Additional Resources

1. First Things First by Stephen R. Covey, A. Roger Merrill, and Rebecca R. Merrill

This book expands on Covey’s famous "7 Habits" framework, focusing specifically on time

management and prioritization. It emphasizes living a principle-centered life by identifying and acting

on what truly matters. The authors provide practical tools and insights to help readers shift from

urgent, reactive tasks to important, proactive priorities.

2. The 7 Habits of Highly Effective People by Stephen R. Covey

A seminal self-help book that introduces the habit "Put First Things First" as the third habit. It teaches

readers how to prioritize activities based on importance rather than urgency. Covey’s holistic approach

helps individuals develop personal and interpersonal effectiveness through aligning actions with core

values.

3. Essentialism: The Disciplined Pursuit of Less by Greg McKeown

This book advocates focusing on what is truly essential and eliminating the non-essential. It aligns

closely with the idea of putting first things first by encouraging readers to prioritize their time and

energy on fewer tasks that yield the highest value. McKeown offers strategies for saying no and

making deliberate choices in a busy world.

4. Eat That Frog!: 21 Great Ways to Stop Procrastinating and Get More Done in Less Time by Brian

Tracy

Brian Tracy’s book centers around prioritizing the most challenging and important tasks first each

day—your “frog.” The concept encourages readers to tackle high-impact work before distractions and

less important duties. This approach helps increase productivity and reduces procrastination by

focusing on first things first.

5. Deep Work: Rules for Focused Success in a Distracted World by Cal Newport

"Deep Work" emphasizes the importance of focused, undistracted effort on cognitively demanding

tasks. Newport’s philosophy complements putting first things first by encouraging readers to prioritize

meaningful work over shallow, urgent tasks. The book provides actionable advice to cultivate

concentration and minimize interruptions.



6. The One Thing: The Surprisingly Simple Truth Behind Extraordinary Results by Gary Keller and Jay

Papasan

This book teaches the power of focusing on the single most important task that will make everything

else easier or unnecessary. It aligns perfectly with putting first things first by helping readers identify

and prioritize the activities that drive the most significant results. The authors provide practical methods

to eliminate distractions and increase productivity.

7. Time Management for Mortals by Oliver Burkeman

Burkeman challenges conventional time management advice and focuses on accepting the limitations

of time. He encourages readers to prioritize meaningfully, embracing what truly matters rather than

trying to do it all. This perspective supports putting first things first by advocating intentional choices

about how to spend limited time.

8. Atomic Habits: An Easy & Proven Way to Build Good Habits & Break Bad Ones by James Clear

While primarily about habit formation, this book reinforces the importance of prioritizing small, impactful

behaviors that align with your goals. Clear’s approach helps readers build routines that support putting

first things first by making deliberate, incremental progress on important priorities. The strategies focus

on systems that sustain long-term success.

9. Make Time: How to Focus on What Matters Every Day by Jake Knapp and John Zeratsky

Written by two former Google designers, this book offers practical tips to create time each day for what

truly matters. It emphasizes identifying your daily highlight and protecting that time from distractions

and low-value tasks. The book’s actionable advice helps readers consistently put first things first in a

hectic world.
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