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In today's fast-paced world, it's easy to get overwhelmed with the multitude of
tasks, responsibilities, and distractions that constantly demand our attention. For
many people, finding a way to effectively manage their time and align their
actions with their priorities can seem like an elusive goal. However, Stephen
Covey's groundbreaking book "First Things First" provides a powerful framework
that can help individuals regain control of their lives and focus on what truly
matters.

Stephen Covey, renowned author and leadership expert, is widely recognized for
his influential book "The 7 Habits of Highly Effective People." Building upon the
principles presented in that book, Covey's "First Things First" delves deeper into
the concept of prioritization and time management. It offers readers a practical
guide to help them identify their most important goals and align their actions with
those priorities.

The Four Quadrants of Time Management

One of the key concepts introduced in "First Things First" is the four-quadrant
time management matrix. Covey suggests that all activities can be categorized
into one of four quadrants based on their urgency and importance:
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Quadrant I: Urgent and Important - These are activities that require
immediate attention, such as crises, deadlines, and emergencies.

Quadrant II: Not Urgent, but Important - This quadrant includes activities
that are important for long-term personal and professional growth, such as
planning, relationship-building, and self-care.

Quadrant III: Urgent, but Not Important - Activities in this quadrant may
appear urgent due to external pressure or others' expectations, but they do
not contribute significantly to our long-term goals.

Quadrant IV: Not Urgent and Not Important - These activities are often time-
wasting and offer little value in terms of personal or professional
development.

Covey emphasizes the importance of spending more time in Quadrant II, as this
is where the real power lies. By dedicating time to activities that are important, but
not necessarily urgent, we can prevent crises and emergencies from dominating
our lives and focus on what truly matters in the long run.

Alignment with Core Values
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Another key aspect of "First Things First" is the alignment of actions with personal
core values. Covey encourages individuals to identify their core values and use
them as a guiding compass for decision-making and prioritization. By aligning our
activities with our core values, we can create a sense of purpose and fulfillment in
our lives.

Furthermore, Covey introduces the concept of the "big rocks." Imagine that your
life is a jar, and the rocks represent the most important things in your life, such as
family, health, and personal growth. The pebbles, sand, and water represent the
less important activities and distractions. If we fill the jar with pebbles, sand, and
water first, there won't be enough space for the big rocks. However, if we
prioritize the big rocks and then fill the jar with the smaller items, everything fits
perfectly. This metaphor serves as a visual reminder to prioritize the important
things first and then manage the less important activities accordingly.

Integrity and Trust

Integral to Covey's principles is the idea of integrity and trust. He suggests that by
consistently following through on commitments and aligning our actions with our
priorities, we can build trust and credibility with others. It is through this trust that
we can create strong relationships, both personally and professionally.

Covey emphasizes that living a life of integrity and following the principles
presented in "First Things First" is not always easy. It requires continuous self-
reflection, discipline, and a willingness to make tough choices. However, the long-
term rewards of personal fulfillment, increased productivity, and better
relationships make it well worth the effort.

Stephen Covey's "First Things First" revolutionizes traditional time management
strategies by encouraging individuals to focus on what truly matters. By



understanding the four-quadrant time management matrix, aligning our actions
with our core values, and prioritizing the big rocks, we can regain control of our
lives and achieve a sense of balance and purpose.

Covey's approach is not just about managing time; it's about managing ourselves
and our choices. By consciously deciding where we invest our time and energy,
we can create a life that is meaningful and fulfilling.

If you're tired of feeling overwhelmed and want to take charge of your life, then
"First Things First" is a must-read. Its practical advice and timeless principles can
guide you towards a more balanced and purpose-driven existence.
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The New York Times–bestselling time management book from the author of The
7 Habits of Highly Effective People.
 
Stephen R. Covey’s First Things First is the gold standard for time management
books. His principle-centered approach for prioritizing gives you time
management tips that enable you to make changes and sacrifices needed in
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order to obtain happiness and retain a feeling of security. First Things First: The
Interactive Edition takes Dr. Covey’s philosophy and remasters the entire text to
include easy-to-understand infographics, analysis, and more.
 
This time-saving version of First Things First is the efficient way to apply Dr.
Covey’s tested and validated time management tips, while retaining his core
message. This guide will help you:
 
• Get more done in less time
• Develop and retain rich relationships
• Attain inner peace
• Create balance in your life
• And, put first things first
 
“Covey is the hottest self-improvement consultant to hit US business since Dale
Carnegie.” —USA Today
 
“Covey has reached the apex with First Things First. This is an important work. I
can’t think of anyone who wouldn’t be helped by reading it.” —Larry King, CNN
 
“These goals embody a perfect balance of the mental, the physical, the spiritual,
and the social.” —Booklist

Readers should note that this ebook edition differs slightly from the print edition
and does not contain all the same materials.
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