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1 Identify your top 3 most time-consuming work activities and ask what you can do to lessen that.
2 Don’t just grab every money-making opportunity. Analyze each one’s return on investment.
3 Work on a task bit by bit. This helps increase one's capacity to do more.
4 Taking the first step is a common pain point, so set up your “focus time” at the start of the day, when you are usually on social media.
5 “Taking action without thinking is the cause of every failure.” – Peter Drucker, the originator of the business “community” concept.
6 Which of the google apps do you think can help you and your team even more? www.google.com/enterprise/apps/business/index.html
7 Take the time to go through all the features and capabilities your app has to offer, especially if you paid for it. (e.g. explore all of your Evernote’s features.)
8 Maximize the capabilities of the software suite you already have. (e.g. Use Excel or Sheets to make a daily expense tracker.)
9 Relevant undertakings merit flourishment. (“Hurry and impatience are sure marks of the amateur” -Evelyn Underhill)
10 “Amateurs sit and wait for inspiration; the rest of us just get up and go to work.” - Stephen King, on writing productivity.
11 Notice what your co-workers and subordinates want as a “prize.” Make sure to give it as a recompense. This would be conducive to their work performance.
12 Motivation is a double-edged sword. Know your team members’ sources of encouragement as well as discouragement.
13 “You can prepare all you want, but if you never roll the dice you'll never be successful” -Shia LaBeouf
14 Show appreciation to your company's talents because a different point of view could lead to better brainstorming.
15 “Concentrate all your thoughts upon the work in hand. The Sun’s rays do not burn unless brought to a focus.” -Alexander Graham Bell
16 Coffee is rich in antioxidants. But it is also a diuretic. Make sure to follow up with lots of water during the day.
17 Group chats are good but learn to utilize project management apps such as Basecamp and Asana, especially when there are more than two in your team.
18 Try to make use of the various free Google applications. For example, Google Keep for keeping notes on your smartphone.
19 As a leader, learn to delegate tasks that can be handled by someone else and focus on the important work that only you can do.
20 Learn if it's better to do the easiest project first. Or vice versa. This would boost proficiency.
21 “Productivity is being able to do things that you were never able to do before” - Franz Kafka
22 Allot the “creativity time” routinely, where you are usually most proactive.
23 When replying with emails, make sure to do it as soon as possible. You won’t do it later.(Even if you tell yourself you will).
24 Do the most important thing first for each day. In other words, build a routine that prioritizes what’s important.
25 Always keep a notebook on hand. You never know when creativity might inspire.
26 Planning is just as vital as following up. Wouldn’t you agree?
27 What are some productivity apps that you prefer using over others? Notice their similarities and utilize their potential. (e.g. user interface, multifunctionality, etc.)
28 Give your team a quantifiable goal to get them to take action and increase your productivity in the process.
29 It is very helpful to know some of the keyboard shortcuts from Google. Take a few minutes to familiarize yourself with them. http://support.microsoft.com/kb/126449
30 Think of your usual distractions and identify even just one. How can you remove it from your work time?
31 Make a “creativity time” daily, where you brainstorm by yourself. There should be no interruptions.
32 Mitigate procrastination by simply starting one good habit at a time. (e.g. organizing task lists rather than watching TV.)
33 Take short but frequent breaks every 30-45 minutes for a maximum of 10 minutes.
34 Take the time to personally take a “day in the life” of your team members. Ask them about their difficulties and struggles to make them feel that they’re not alone and how they can be more productive.
35 Study your goals lined up. Lessen the size of the task if you cannot finish these.
36 A lifestyle coach can help give your mind a much needed restoration. Consider spending a few sessions.
37 The early bird gets the worm. If you can have an extra hour or two, place it at the start of the day.
38 Posture is vital in proper typing. Ideally, use an ergonomic keyboard for faster typing and prolonged comfort during long work hours.
39 Doing one project at a time improves one's performance in any given undertaking.
40 Change your daily routine if you encounter idleness in your work habits.
41 When working from home, find a place other than your bedroom to work in, so that you make a clear cut between work and rest.
42 Be conscious of your posture since we tend to slouch when on our laptops. Sit up and stretch frequently.
43 Exercise is a good reset button for your tired brain. If you find you’re often getting mental blocks or easily tired, even just 30 minutes a day, every day can do wonders.
44 Make it your goal to fuse the agendas of your career with the job agenda for it to be compelling.
45 Learn to record how you spend your time. Make sure to take note of what makes you waste it. (Try https://www.toggl.com/.)
46 Avoid distractions as much as possible. Turn off notifications from apps or close browser tabs that give you the latest tweet or email.
47 If you can find ways to break down tasks into smaller pieces, you can accomplish more each day and see the bigger picture.
48 Not everyone is born a fast typist but you can learn and practice your skills for free at www.keybr.com
49 It is imperative to catch up on the contracts and dealings of the industry. One can achieve this by paying attention to presentations that cover that topic. Hint: Make use of online radio.
50 Use an email manager like Clear Context to organize and easily access your Outlook Express inboxes. www.clearcontext.com/gtd
51 If you dread a task, do it now. Chances are you will never get it done if put on a task list.
52 “Nothing is less productive than to make more efficient what should not be done at all.” - Peter Drucker, the originator of “outsourcing.”
53 Look around your desk and see what your common distractions are. Mute your smartphone, face away from the window, etc.
54 Manage your caffeine intake. While it gives you a boost of energy, it may keep you up at night.
55 Positive words foster a positive mentality. Use words like “Action Plan” rather than “Laundry List” or “Chores to do.”
56 Do not be forced to watch videos of an individual who does not interest you. Unfollow.
57 “When you find something you want to view later, put it in Pocket” - https://getpocket.com/
58 It is imperative to follow a timetable for meetings, designate a moderator, give the attendees a timetable, organize them, to avoid squandered opportunities in a session.
59 Have at least three top tasks to do on your list daily. These should be prioritized.
60 Think ahead. A week of advanced outlining would boost competency and defeat lethargy.
61 Cleaning up the litter increases efficiency. Consider removing toxic persons from your life.
62 To boost the efficacy of prolificacy, put limits on unnecessary contact with calls and tasks. Take notice of what is effective or not.
63 Your brain is 75% water. Oftentimes the cure to a headache is just two glasses of water.
64 Classical or medium tempo music can help you work when doing focus-intensive tasks. Are you one of those people?
65 Families can be taught to be more productive too. Find a place in the house, i.e. living room, where they can see their “To-Do” list.
66 Make sure your team is familiar with your universal protocols and systems to boost productivity by 100%.
67 Sometimes, it is better to refuse to be more prolific. (Give three instances where you had to.)
68 Know your top revenue-making activities and allocate more time and effort for each of them.
69 Reflect on Your Productivity Constantly. As you go throughout your day, repeatedly ask yourself: “Am I currently making the best possible use of my time?”
70 Tell Other People About Your Goals. When you tell others about your goals, you will instantly be held accountable.
