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• Expelled at an early age = 5
• The documentation was so alarming that I was 

put in a hospital for several days for testing 
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Today’s Priority

• To discuss multiple systems for prioritization 

• Tip and tricks 

• The importance of your mental health and wellbeing

I want to stress that there is not a one-size fits all system that guarantees results – you have to test out different 
systems or part of systems to come up with your own hybrid that works for you 



The importance of a system

“You do not rise to the level of your goals. You fall to the level of your systems.” 

– James Clear, Author of Atomic Habits 
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Systems for Prioritization



The Eisenhower Decision Matrix

What it is - A system to prioritize

When to use it - You feel busywork is keeping you from 
"real" work

How to use it - Sort your tasks into quadrants:
• Important and urgent: do it now
• Important but less urgent: schedule it
• Not important but urgent: delegate it
• Not important and not urgent: delete it



The 1-3-5 Rule

What it is - A system to simplify to-do lists which 
reduces cognitive load and decision fatigue while 
enhancing motivation

When to use it – Your list is never ending, and it is 
difficult to decide what is next 

How to use it - The night before or morning of, choose:
• 1 big item 
• 3 medium items
• 5 smaller items 



Rockefeller Habits

What it is – An entire business planning process – 
overkill for today but has somethings similar to 3-5-1

Identify the top priority for the day – must get done!
Identify 3-5 “rocks” or medium goals to be completed 
during a 2 week time frame



Additional Tips

Keeps your task list from filling up and being 
overwhelmed with too many small items which can 
grow to big obstacles over time

Helps overcome inertia, boosts 
productivity/momentum, and reduces procrastination

Examples: short emails, phone calls, filing a document, 
review meeting minutes, timesheet, etc…
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Additional Tips

Tackle your most challenging task first thing in the 
morning 

1. Identify your frog – find the hardest / most important 
task of the day

2. Eat it – don’t procrastinate - do that task first thing the 
morning

3. Repeat – repeat every day

By completing your hardest task early, you build 
momentum for the rest of the day and everything else 
seems so much easier by comparison



Additional Tips

Variation of Eisenhower Matrix  



Additional Tips

I live and die by my lists

• I use a composition notebook – I rewrite it every few days to 
remove the things crossed off

• It’s the last thing I look at to end my workday
• It’s the first thing I look at to start my workday
• I use different colored highlighters to mark the most important 

items (good for 1-3-5 rule)
• I use the left margin for codes 

• A dot means it’s in process
• Someone's initials means I need input from that person
• An arrow is scheduled or delegated
• A day of the week means I’m scheduling it for a certain day

“Paper is to write things down that we need to remember. Our brains are used to think.” — Albert Einstein.
“Your mind is for having ideas not holding them” – David Allen Author of Getting Things Done



Additional Tips

The two list technique

• Warren Buffet’s simple approach to prioritizing tasks 
• Write down a list of 25 tasks you want to accomplish 
• Circle 5 most important tasks 
• Create 2 lists 

• One with the 5 you circled 
• One with the remaining 20

• Focus your attention on the first list before moving to 
second



Additional Tips

Google Keep
• Mobile and desktop versions
• Categorize items and list them in 

color coded panels with 
checkboxes

• Simple, configurable, effective



Additional Tips

Block work on your calendar 
• For example- I’m going to block 

out 1.5 hours on Wednesday to 
work on xyz

Outlook – web mail’s “Pin” Feature
• Pins important items / email at the 

top of the inbox 



Additional Tips

For large projects you can ask Chat GPT to break it into smaller tasks 



Additional Tips

Communication 
• Ask supervisors to confirm priorities

• Adds transparency showing everything you’re working on
• Agreement on list sets appropriate expectations

• When waiting on others for multiple things 
• Delays may be b/c they are struggling to prioritize
• I send the list of things I’m waiting already prioritized so 

when they do work on my list, they know what is most 
urgent to me

 



Mental Health

When you work in a fast-paced environment it’s important to take 
care of your mental health daily

• Take breaks – pomodoro system has these built into it
• Drink water – seems obvious but easy to forget 
• Move – get up and move around / stretch
• Set realistic expectations – you cannot please everyone all the time
• Learn to either say no or set realistic timelines
• Be self aware 

• Know your capacity
• Know what you are best at and what you are not – consider 

delegating things you are not good at but others are
• Know your most productive hours and schedule around them 

 



Speaking of productivity tools



MobileAssessor

• Eliminates need for paper
• Eliminates duplicate data entry (data, photo, 

sketches) 
• Tools to increase efficiency and productivity
• Shortens field cycles 
• Lowers overall operations costs
• Improves data quality

“The productivity gains from using MobileAssessor have been equivalent to hiring 5 additional appraisers” 
- Steve Watson, Chief Appraiser, Hall County GA



MobileAssessor



Final Thoughts

• Find a system that works for you – not a system you have 
to work for – simple works better for me

• Test out multiple systems / tips 
• It’s ok to steal parts of systems to create your own hybrid
• Test some tools like ChatGPT, Google Keep, Outlook 

features, etc…
• Consider a policy for customer priorities 

1. In-person
2. Phone
3. Email  

• Everything is easier when you prioritize your mental 
health



Contact Info for questions / comments

Billy Burle
Billy.burle@woolpert.com
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