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Planning and Organizing: Getting Your Ducks in a Row 
 

 

“A lecturer at a university is giving a pre-

exam lecture on time management. On his 

desk is a bag of sand, a bag of pebbles, 

some big rocks and bucket. He asks for a 

volunteer to put all three grades of stone 

into the bucket, and a keen student duly 

steps up to carry out the task, starting with 

the sand, then the pebbles, then the rocks, 

which do not all fit in the bucket. 

"The is an analogy of poor time 

management," trills the lecturer, "If you'd 

have put the rocks in first, then the 

pebbles, then the sand, all three would have 

fit. This is much like time management, in 

that by completing your biggest tasks first, 

you leave room to complete your medium 

tasks, then your smaller ones. By completing your smallest tasks first you spend so much time on them you 

leave yourself unable to complete either medium of large tasks satisfactorily. Let me show you." 

And the lecturer re-fills the bucket, big rocks first, then pebbles, then sand, shaking the bucket between 

each so that everything fits.”i 

 

Do you enjoy structure and order? Do you color code your calendar and thrive when checking off tasks on 

your to-do lists? Some of you say, “Yes, love it.” Others are probably rolling your eyes in misery. 

Regardless of your emotion, planning and organizing are critical components of success. 

 

Let’s set the record straight, planning and organizing do not necessarily entail sophisticated schemes or 

rigid structures. Planning is simply the ability to set goals, prioritizing those goals, and determining the 

steps needed to reach each of them. It is mapping your route to a destination. Organizing consists of 

arranging people, tasks and information to achieve each goal. When you and your family decide to take a 

vacation, you’ll determine where you are going, how you’ll get there, and what you’ll need along the way. 

That’s planning. Finding dates that work for everyone in the family, getting maps and coupons, and 

asking neighbors to gather your mail ensure that your planning is organized and efficient. Planning and 

organizing go hand in hand—planning focuses on the steps needed to achieve a particular goal, 

while organization promotes efficiency in achieving that end. 
 

Productivity is never an accident. It is always the result 

of a commitment to excellence, intelligent planning, 

and focused effort. –Paul J. Meyer 
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Regardless of one’s job level within a company, every role demands organization and planning. Senior 

staff sets the mission and strategy for the entire organization. Teams work synergistically and depend on 

one another to deliver those corporate outcomes. Completing goals, tasks and actions thoughtfully and on 

time ensures forward momentum is efficient and effective across the company. Breakdowns in planning 

and organizing impact colleagues, project timelines, customer deliverables and the reputation of the 

organization. Thus, successful and measurable planning and organizing is vital at all levels of an 

organization. 

 
 

Here are some benefits an organized planner brings: 
 

 Puts plans into action effectively 

 Works efficiently within established timeframes and priorities 

 Utilizes logical, practical and competent approaches 

 Develops procedures, processes and systems for order, accuracy, efficiency and productivity 

 Anticipates probable effects, outcomes and risks 

 Allocates, adjusts and manages resources according to priorities 

 Monitors implementation of plans and makes adjustments as needed 

 Communicates obstacles and delays in deliverables early to alert others who will be impacted 

 

In other words, an organized planner has the ability to transform vision into action and follow it through 

to its fastest and most effective end. If your head nods in agreement with these behavioral traits, you are 

probably on the right track, but it might not come naturally to you to implement these steps into practice.  

 

If you’re feeling overwhelmed, take a moment to distinguish what your big rocks, pebbles and sand are. 

Empty your bucket and begin again with the big rocks, then the pebbles, and then the sand. For each rock, 

identify the time, resources, and processes needed to achieve that goal. Identify which benefits listed 

above are the most challenging for you when tackling your goals, and assess with your mentor or 

supervisor how you can improve upon that skill moving forward. 

 

Every individual has the potential to be an effective planner and organizer in the workplace. Commit 

yourself to bringing these benefits to every project, department and company you serve. 
 

i http://www.businessballs.com/stories.htm#big rocks in first time management story 

                                            


