Priority Tasks
Instructions:  Use numbers to show the order in which you would do the tasks in each of the 3 scenarios below:

Scenario 1

	Click here to enter text.
	The phone is ringing and needs answering.

	
	

	Click here to enter text.
	A colleague requires some stationery.


Scenario 2
	Click here to enter text.
	You are required to complete a spreadsheet for a Manager of the business that is due immediately.



	
	

	Click here to enter text.
	The alarm (which you know is for a fire drill) has sounded and requires you to act in accordance with organisational policy.




Scenario 3
	Click here to enter text.
	You have a folder of client correspondence to file.



	
	

	Click here to enter text.
	You need to respond to an email complaint from a highly valued customer.



	
	

	Click here to enter text.
	Your supervisor wants to see you about a missing customer’s file.




