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The first quadrant – Important/Urgent
This is really a ‘must do now’ task – the crisis, the emergency, the deadline, crucial business matters/priorities. An example might be your car tax is up today – you must renew it as soon as possible.
The second quadrant – Important/Not urgent
The jobs here are important, but do not need to be done immediately and so can be scheduled for the future; planning projects, professional development activities, or relationship building activities
The third quadrant – Not important/Urgent
Tasks here are urgent – they need to be done immediately – but are not as important and so can be delegated to someone in the team who is able to pick them up. Examples include attending to some emails, phone calls, or meetings that are not directly related to your priorities
The fourth quadrant – Not important/Not Urgent
Items in this section can usually be eliminated altogether! These are the ‘tasks’ we often all end up spending time on, but ultimately are neither important or urgent, fast becoming time wasters – think checking social media!
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Circle of concern - 
When you stay in the circle of concern you will not accomplish, get caught up in negative feelings, reduce your circle of influence.
Circle of influence -  
Focus your time and energy on your circle of Influence, not your circle of concern, by doing this, you become more effective and productive. As you focus on what you can control, your circle of Influence tends to grow over time.
Worrying about things outside your influence is usually unproductive and can lead to stress. Change energy to increase influence - put simply, don't waste energy on things you can't change.
Circle of control - 
Instead, focus on what you can actually do something about.  This approach helps you be more effective and less frustrated.
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