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Management and 
prioritization are essential 
skills for effectively managing 
tasks and responsibilities in 
the workplace. Here are 
some strategies and practices 
to help with workload 
management and 
prioritization: 
 
1. Task Assessment: Start 
by assessing all the tasks 
and responsibilities on your 
plate. Determine their 
urgency, importance, and 
deadlines. Break down 
complex projects into 
smaller, manageable tasks. 
2. Prioritization: Prioritize 
tasks based on their urgency 
and importance.  
3. Clear Goals and 
Deadlines: Clearly define 
what needs to be 
accomplished and by when. 
This helps you stay focused 
and ensures that you allocate 
time appropriately to each 
task. 
4. Time Blocking and 
Scheduling: Allocate specific 
time blocks in your schedule 
for different tasks and 
activities. Create a schedule 
or use a digital calendar to 
allocate dedicated time for 
high-priority tasks. Avoid 
multitasking and try to focus 
on one task at a time during 
these dedicated blocks. 
5. Delegate and Outsource: 
Identify tasks that can be 
delegated to others or 
outsourced to free up your 
time. Delegate tasks to team 

members who have the 
necessary skills and capacity. 
Outsource tasks to external 
vendors or contractors if it is 
more efficient and cost-
effective. 
6.   Effective Communication: 

Communicate with your team 
and stakeholders to manage 
expectations and negotiate 
deadlines if necessary. Keep 
others informed about your 
workload and discuss 
priorities when conflicting 
demands arise. Clear 
communication helps avoid 
misunderstandings and 
allows for collaborative 
solutions. 
7.   Avoid Over-commitment: 
Avoid over-committing by 
learning to say "no" or 
negotiating deadlines when 
necessary. Consider your 
available resources, existing 
workload, and capacity 
before taking on additional 
tasks. 
8.   Break Down Complex 
Tasks: If you have complex 
projects or tasks, break them 
down into smaller, more 
manageable subtasks. This 
helps prevent overwhelm 
and allows you to focus on 
completing smaller parts of 

the project systematically. 
9.   Regular Review and 
Adjustment: Regularly review 
and reassess your workload. 
Priorities may shift, deadlines 
may change, and new tasks 
may arise. Stay flexible and 
be prepared to adjust your 
plans accordingly. 
10.  Self-Care and Time for 
Rest: Prioritize self-care and 
allow time for rest and 
rejuvenation. Taking breaks 
and maintaining work-life 
balance is crucial for long-
term productivity and well-
being. Avoid burnout by 
incorporating regular breaks, 
exercise, and activities that 
help you recharge. 
 
Remember, effective 
workload management and 
prioritization require ongoing 
attention and adjustment. 
Continuously assess your 
workload, communicate 
proactively, and make 
necessary adjustments to 
ensure that you are focusing 
on the most important tasks 
and delivering results 
efficiently. 

Contact your EAP at  
1-877-747-1200 


