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Time is like money. We never have enough time nor money to do everything we want to do in life.

As one travels through the passage of time, time usually becomes more valuable than money. This is
because one wants to do MORE things that are important, or build a legacy that can mean more to you,
your company, or your family.

That being the case, what are the key questions we face
today? We are to decide what are our most
important priorities.

A sign of maturity is when we recognize that not doing
everything that comes along is okay. There is no need
to over-extend oneself. All it takes is to realize that it is
all right to say no when necessary and then focus on
one’s highest priorities.

It calls for decision and action to excel in such

situations. Yes, we can learn to multi-task, but one’s attention cannot be overly divided without affecting
the quality of results. The management of conflicting priorities is the theme of this October Eagle. The
principles are simple, and the desired outcome requires awareness of one’s most important priorities one
is facing today. MORE LATER...

Do Well and Do Good is the Mission of Cornerstone International Group. The Cornerstone Eagle
newsletter is a tool to inspire you to maximize your personal and professional potential to be a Better
Leader and a Better Person both at home and at business. We shall be your Faithful Companion / Coach /
Mentor on your life and career journey, supporting you to discover yourself and offering good advice for
‘Healthier Business and Life’.

Best Wishes,

Simon Wan

Chief Executive

Cornerstone International Group

Email: simon-wan@cornerstone-group.com



Managing Conflicting Priorities
Keeping People Satisfied

Many of us have situations where several people or
teams are demanding for our urgent attention. So,
how can you manage conflicting demands more
effectively, and keep everyone happy?

The following are ‘text book’ advice. Additionally,
Wisdom, Discernment, and Appropriateness are key
elements. Having a well-developed sense of
Awareness (of self and others) and ability to anticipate
and manage Expectations are powerful tools to engage and put into action.

1. Schedule Work Effectively

Your first step is to clarify your current priorities and to manage your schedule effectively. This helps you to
know what you can do and when, so that you can negotiate deadlines credibly and manage people's
expectations when they come to you with new projects.

Sometimes, however, it may not be clear what your highest priority tasks and projects are. If this is the
case, there are several tools that can help you prioritize effectively. One of the most useful prioritization
tools is Eisenhower's Urgent/Important Principle. This helps you decide whether a task or project really
does need to be done right now.
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Once you have assessed your priorities, it can help to check these with the project-owners, such as your
boss and your clients. Does your assessment of priorities match with theirs?
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Then put your tasks and projects on your To-Do List or Action Program and add them to your schedule.
You'll then know which tasks clash, which tasks you may need to negotiate new deadlines for, and where
you'll need help to get things done on time.

2. Negotiate Deadlines

Once you've clarified your priorities, look at your
responsibilities and identify any deadlines that you need to
re-negotiate.

Sometimes this might be as simple as saying "I'm working on
a project for Jack that he needs by noon. Can | get this to you
by five?" Other times, you may need to push a deadline back
by a few weeks or negotiate delivery of a project in smaller
chunks.

- Negotiate effectively, having the win-win mindset to ensure
- that everyone comes away from the negotiation feeling that
they've reached a fair compromise.

3. Manage Expectations
It's also important that you manage people's expectations before you take on new tasks.

For example, if you're having a meeting with your boss about a possible new project, communicate your
current priorities with the boss, and agree a completion date based on your current workload. Or, if you've
just started working with a new client, let him know if there's likely to be a time lag before you can take on
new tasks.

It's also important to manage expectations on any tasks or projects that you're working on. For instance, if
.

you've slipped behind schedule on a project for a
manager in another department, inform the manager
that you may have to deliver it later than planned.
However, you clearly don't want to make this a habit —
learn how to estimate time accurately so that you set
realistic deadlines, and ensure that you've done
everything that you sensibly can to get the project
back on course (including working late) before you
talk.

4. Be Professional

It can be stressful to juggle people's priorities and expectations. This stress can leave you feeling frazzled,
and it's tempting to relieve the tension by snapping at others, ignoring deadlines, or feeling sorry for
yourself.
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This is where it's important to be professional. Your professionalism, especially during times of intense
pressure, is what best demonstrates your character to those around you.

Also, learn how to manage your emotions effectively, even when you are overloaded.

5. Be Flexible

Lastly, it's important to be flexible: there may be times

when you won't be able to re-negotiate deadlines or '
delegate tasks to other people.

So be prepared to put in extra work, if appropriate, to
keep people satisfied. Just make sure that this does
not happen too often.
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With the above 5 steps, it’s also crucial to defend
yourself when you must reprioritize tasks and projects,
as there will be times when other people disagree with
your choices. If this happens, try to negotiate a new
deadline that works for both of you. If they keep
insisting that their project or task is more important than the one you need to work on, then you need to
learn how to defend your priorities, ideally without damaging your relationship.
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Start by showing empathy. Communicate to the person that you understand why he/she feels frustrated or
upset. Then, explain your needs clearly but assertively. Once you explain your needs, work on reaching a
compromise such as offering to work on your colleague's report first thing tomorrow, or offering to help
with another task later in the week.

Food for Thought from the Bible

A time to love, and a time to hate; a time for war,
and a time for peace.
Ecclesiastes 3:8

The plans of the diligent lead surely to abundance,
but everyone who is hasty comes only to poverty.
Proverbs 21:5
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About Cornerstone International Group

Cornerstone International Group is a Global Talent Consultancy Group founded in 1989

with some 60 offices worldwide and headquarters in Shanghai, China and Atlanta, USA.
4|Page


https://www.biblegateway.com/passage/?search=Ecclesiastes+3%3A8&version=ESV
https://www.biblegateway.com/passage/?search=Proverbs+21%3A5&version=ESV

Our mission is to accelerate the success of our clients by providing top-quality consulting
services in the field of talent recruitment and coaching solutions that are faster, better and
at a value that serves our clients locally and globally.

We provide a proven approach to Executive Search, Executive Coaching and Board Solutions
in China, Asia and across Europe and Americas. A global member of the Association of
Executive Search and Leadership Consultants (AESC), Cornerstone is recognized as having
the highest level of quality in the industry.

Cornerstone is also named by Forbes as one of the Best Management Consulting Firms in
Executive Search in 2016, 2017 & 2018, 2019 and ranked by Hunt Scanlon as top Global 25
groups in 2018, 2019 & 2020.
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