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One-Page Dashboard Template: The Clarity Compass

Week of: _________________________________

Mission-Critical (Top 3 Priorities)
(Directly tied to organizational mission, boss’s top goals, or urgent deadlines)
1. 
2. 
3. 


Supportive Work
(Tasks that enable or unblock mission-critical work)
· 
· 
· 


Noise / Parked Ideas
(“Nice to have,” exploratory, or non-urgent — to revisit later)
· 
· 
· 


Weekly Structure
· Deep Work Blocks: _____________________
· Boss/Collaboration Time: _____________________
· Buffer Space (flex for new requests): _____________________
· Recovery/Recharge: _____________________

Weekly Snapshot (for boss update)
· Done: ____________________________________________
· Next: ____________________________________________
· Parked: ____________________________________________

How to Use
· Keep this to one page only.
· Update at the start of each week.
· Use it as both a personal compass and a communication tool with the boss.
· Color-code sections if helpful (e.g., green = mission-critical, yellow = supportive, gray = noise).
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