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Disclaimer 

For legal reasons we would like to state the following: 

Although the author and publisher have made every effort to ensure that the information in 

this report was correct at press time, the author and publisher do not assume and hereby 

disclaim any liability to any party for any loss, damage, or disruption caused by errors or 

omissions, whether such errors or omissions result from negligence, accident, or any other 

cause. 

The information contained within this report is strictly for educational purposes. If you wish 

to apply ideas contained in this eBook, you are taking full responsibility for your actions. 
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Introduction 

 

David James 

Welcome and Thank You for buying this Book.  

Let me start by saying “Congratulations!”- You have just taken the first step 

towards massively increasing your personal productivity. 

When I started writing this book I tried to think what greater productivity 

actually means and decided it was – “How to get twice as much done in half 

the time” and that is basically what I have tried to pull together here for you. 

This book is for people who want to get the maximum value from their time 

and achieve the maximum possible results from the efforts they put in. 

This is NOT a “Business Opportunity” or “Get Rich Quick Scheme”. 

 

Sorry to disappoint you if that’s what you are looking for.  

However, if you are one of those people that has tried a variety of so-called 

business opportunities and never made any money from them, then reading 

this book might give you some insight as to why it didn’t work out for you. 
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Obviously there are lots of scams and flawed business opportunities out there 

but there are also many perfectly sound ones, and yet still most people never 

earn a penny from them.  

The reasons for most people failing are not the business opportunity itself, but 

rather: 

 a lack of clear goals  

 poor planning  

 lack of organisation 

 becoming overwhelmed in the details. 

No matter what you try to do in life you will never have any success with it if 

you don’t put certain basic productivity skills in place.  

This applies whether you are an entrepreneur trying to run your own business 

or an employed manager running a team, department or larger business or 

organisation. 

You have probably heard the saying – “If you fail to prepare then you prepare 

to fail”.  

This is so true! Unless you are blessed with amazing luck then you need to plan 

and prepare for everything you do in order to be successful.  

Look at any great building in the world. Before a single brick of that building 

was laid the first thing done to create it was the laying of strong, firm 

foundations. 

Productivity skills are the foundations on which any successful business is built 

and learning these will give you a huge advantage in any project you decide to 

work on. 

Productivity skills will help you accomplish everything you need to do in less 

time, which will free up your time to work on things which are important and 

meaningful for you.  

Do you find that at the end of most days you have no time or energy left to do 

things that you want or enjoy?  



©Life-Methods.com 
 

 7 The Productivity Blueprint 

 

By using the skills you will learn in this book you will always have time for 

yourself and energy to do things. 

About the Author 

My name is David James and I am a pharmacist by profession.  

I have been manager of one of Northern Ireland’s busiest pharmacies since 

2000 and devoted most of my working life to developing my skills as both a 

pharmacist and business manager. 

One of my early goals as a pharmacy manager was to ensure I trained as many 

of my staff as possible to take on new roles and responsibilities.  

This was one of the main ways that we grew our business – by delivering 

outstanding service. 

One of the problems though with growing the business is that the same people 

are doing more and more work each day. We just kept working harder! 

One day, after a particularly busy and stressful day, one of my staff made the 

comment, “It feels like I have been running on a hamster wheel all day!” 

 

That’s exactly how it felt. We were rushing all day just to try to keep on top of 

everything without ever getting anywhere. 
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I decided it was time to get off the hamster wheel and figure out how we could 

work smarter and not harder. 

Working in this high pressure environment was the catalyst for my interest in 

learning how to become more productive and I have read many books and 

attended a number of courses to improve my skills. 

In 2016 I decided to start working for myself and started my own blog as well 

as writing this book to share what I have learned about productivity with you. 

There is a massive amount of information out there on improving productivity 

but I have distilled it down in this book to the things which have worked for me 

and I know they will also work for you. 

I hope you enjoy reading this book but more importantly I hope it brings you 

success in whatever ventures you decide to work on. 
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Let’s Kick Off And Start Scoring Some 

Goals 
 

 

Much as I would like to talk about football (soccer) I can assure you that sports 

talk ends here! 

Most people come to a book, or even a chapter in a book about setting goals 

and their first thought is to skip on past and look for something more 

interesting. 

Let me tell you now – if you were to read only one chapter in this book then 

the one that will help you most in your quest for greater productivity is this 

one.  

There is nothing more important you can do in life than set goals for yourself. 

And it’s not just me saying this. These are just a few quotes from some of the 

most successful entrepreneurs of all time: 



©Life-Methods.com 
 

 10 The Productivity Blueprint 

 

 

Why is it so important to set goals? 

I’m sure you have probably heard the expression – If you don’t know where 

you are going then how will you ever know when you have got there?  

This is the precise reason why you need to set goals right now if you haven’t 

already done so. 

Setting goals is the first step on the road to successfully achieving anything in 

your life. 

People who don’t set goals simply drift through life, achieve very little and 

frequently end up wondering where their life went and how they managed to 

achieve so little. 

On the other hand people who do set goals live powerful and fulfilled lives and 

usually achieve all the hopes and dreams that they set out with. 

 

 

“A goal is a dream with a deadline.” - Napolean Hill 

“You need a plan to build a house. To build a life, it is even more 

important to have a plan or goal.” – Zig Ziglar 

“If you don’t design your own life plan, chances are you’ll fall into 

someone else’s plan. And guess what they have planned for you? 

Not much.” – Jim Rohn 

“The only reason we don’t have what we want in life is the 

reasons we create why we can’t have them.”  - Tony Robbins 
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Here are some of the main reasons for setting goals: 

 A goal is an expression of your purpose in life 

When you know what you want to achieve in life it shows you what your inner 

desires are and motivates you to achieve them.  

By knowing what your goals are and having the motivation to achieve them, 

you know that you can deal with any problems you face because you have that 

inner determination to achieve success. 

We all have to face times when life is tough and things don’t go our way. This is 

when people who haven’t made a plan or set goals tend to buckle under the 

pressure or just give up. 

When you have set your goals you will never have to face this problem again.  

When challenges come you just turn to your goals and imagine again how it 

will feel when you have achieved them.  

This gives you incredible motivational energy which will focus you on finding 

solutions to problems and driving forward to achieving your dreams. 

 Goals give you a clear picture of what you want to achieve 

Later in this chapter we are going to look at how you actually set goals.  

We are going to be really specific because this is how we are going to get that 

crystal clear picture.  

For example we are not going to say things like “I am going to be rich”. Instead, 

we will spell it out by saying something like “I am going to have one million in 

the bank”.  

If you want to advance your career we are not going to say “I want to get a 

promotion”. Instead we will say “I am going to become Director of Finance at 

XYZ company” 

By creating these clear goals you will be able to visualise how it will look and 

feel when you have achieved them.  
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This helps you to focus on the details of what you need to do to achieve that 

goal. 

Do not underestimate the power of visualising your goals. By doing this you are 

subconsciously programming yourself to work towards achieving it. 

 Goals make YOU responsible for achieving them 

When you take the step of writing down your goals you are making a deal with 

yourself to take action to achieve them. 

This is actually one of the main reasons why most people go through life 

without ever setting a goal.  

They don’t want to pay the price of having to actually do something and would 

rather just play it safe and maintain the status quo.  

The goals you set are the targets you have to achieve.  

I’m sure you realise by now that success is not going to simply fall into your lap 

and you are going to have to work for it.  

You become responsible for your own success and having specific goals to 

achieve motivates you to take the necessary actions to achieve them. 

 Goals help you to focus on the important things 

One of the best things about having clear and specific goals is that you can 

better plan what you need to do.  

This will help you to spend more time on productive activities which produce 

positive outcomes for you.  

You will also find that you spend less time on “busy work” or unproductive 

activities. 

People without goals tend to spend their days being busy.  

They might go through the day doing little jobs, running errands, filling in 

forms, answering emails and other such tasks.  
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At the end of the day they might feel they have been busy and productive but 

if you look at what they have actually achieved it will probably be very little. 

Whether your goals are personal life goals or career success goals you will find 

it much easier to avoid being side-tracked by such nonsense.  

You will know what you need to do and what you need to avoid in order to be 

successful. 

 Goals help you to realise your true potential 

 

What a shame it would be if you never achieved everything you are capable of.  

Thankfully you have realised what is possible and started working towards 

achieving it. 

Your goals are targets for you to achieve and they focus you on what you need 

to do.  

An Olympic athlete might have a goal to win the gold medal in their event.  

To achieve this they know they will have to focus on their training to build up 

their fitness and stamina and also on their skills to perfect their performance 

on the big day. 

Having goals means you won’t just drift through life and do only what you 

need to get through that day.  

Instead you will happily rise to any challenge you face and frequently be 

amazed at your own determination to succeed. 
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You only have one life to live, and my friend, this is it!  

Time passes ever more quickly so you need to act now to ensure that the rest 

of your life is the best it can be 

Let’s spend some time now on the process of setting goals. 

 

The best methods for setting goals 

There are many methods for setting goals and it is hard to say that one is 

better than another. In many ways the method you choose is whatever works 

best for your personal circumstances.  

You don’t have to stick to any particular method and might find your own 

combination of methods which suits your individual needs. 

The SMART Method 

 

Probably one of the most popular methods for setting goals is to use the 

SMART mnemonic which sets out the steps for creating a goal as follows: 

 S – Specific.  Make each of your goals about one individual subject 

 M – Measurable. You should be able to measure when you have 

reached the goal 
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 A – Achievable.   Your goal should be something you can 

realistically achieve 

 R – Relevent  A goal should matter to you 

 T – Time-bound  You should know when you want to achieve 

this goal by 

Let’s say you wanted to learn a new language. Rather than set a vague goal 

which simply says “I want to learn a new language” you would set a SMART 

goal which says “I want to speak fluent German by the time I travel to Berlin in 

two years time”. 

 

The CCCCF Method  

This method is quite popular in setting career based goals but the principles 

can be used for personal goals also. The letters of this mnemonic are as follows 

 Clarity.  

Your goal should state clearly and precisely what you want to achieve. It should 

also have a finite period in which to achieve it. This helps to avoid 

misunderstandings and ensures you know exactly what is required. 

Eg Rather than say “We want to sell more of product X” you would say “We 

want to achieve a 20% growth of product X in the next 6 months” 

 Challenge 

Your goal should be challenging and bring a sense of accomplishment in 

achieving it. You should also ensure that it is not so challenging that you 

reduce confidence that it can be done. A reward may act as incentive for this. 

 Complexity  

Where possible you should keep goals focused and specific. If there are many 

aspects to a goal then it may become confusing and lead to loss of motivation. 

This is particularly true with career goals. 
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 Commitment 

People tend to commit to goals when they feel that they have the necessary 

resources and knowledge to achieve them. Ensure that you know what 

achieving your goal will require so that you don’t become side-tracked by 

issues you should have foreseen. 

 Feedback 

When you are working in a team and trying to achieve a goal then giving 

feedback is essential. There are several benefits to constructive feedback 

including motivation, reducing stress, empowering others and ensuring 

successful results. 

The CCCCF method is used in many large companies for setting the goals of the 

business but many of the principles above can be used for setting your 

personal goals. 

The Goals Spectrum Method 

 

When you actually sit down to create your goals you will inevitably find that 

you come up with some goals which are a big deal and will require a lot of time 

and work to achieve, as well as other goals which may only require a small 

effort to achieve.  

This makes up your goals spectrum and is something you should be trying to 

achieve. 

 Lifetime goals 

You should have a set of goals which are the major things you want to achieve 

in your lifetime.  
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These goals give you a perspective on life and sometimes lead to secondary or 

smaller goals.  

Lifetime goals can fall into any or all of the following categories: 

- Financial: How much money do you want to earn? 

- Career: What job do you want to do or what do you want to achieve in 

your current job? 

- Education: Do you want to acquire specific knowledge or gain an 

academic award? 

- Health: Do you have any health issues you want to overcome? 

- Relationships: Marriage, children, grandchildren, partner, discover true 

love  

- Skills: Do you want to learn a new skill – play the guitar, write a book? 

- Personal: What would you change to make yourself a better person? 

- Pleasure: What would bring you the greatest personal pleasure if you 

could do it? 

- Altruistic: How are you going to make the world a better place? 

Spend time thinking about each of these categories and decide what you 

would like to achieve from each.  

Decide which are the most important to you and then make these your 

priority. 

 Smaller Goals 

Smaller goals are often steps along the way to achieving your lifetime goals. 

Alternatively they may be smaller things that you know you will gain 

satisfaction from achieving. 

No goal is so small as to be insignificant.  

In fact it is good to have some small goals which you can achieve quicker 

because this will motivate you to achieve your major goals. 
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Some General Goal-Setting Advice 

 

There are lots more nuggets of advice that I have for you which don’t fit into 

one particular method or another.  

Remember, there is more than one way to set your goals and you will 

eventually create your own system. 

 Set goals that motivate you 

Don’t just set a goal because you think “it’s the right thing to do”. 

If you have little interest in something you are unlikely to be motivated to 

achieve it.  

What are your priorities in life? These should be the basis of your goals. 

 Write your goals down. 

This is such an important step that I am going to say it again, in bold capitals! 

WRITE YOUR GOALS DOWN! 

When you actually write your goals down you make a subconscious deal with 

yourself to commit to achieving them.  

You take ownership of them and take away any excuse for forgetting about 

them. 

Make sure you write your goals with positive language and action words to 

give your goals passion and power.  
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For example, rather than saying “I would like to reduce my personal debts this 

year” you would say “I will cut my personal debts by 50% this year”.  

Notice the word “will” which is a decisive action word as opposed to “would 

like” which is far too wishy washy and leaves you with opportunities to make 

excuses.  

 Make a Plan 

Setting goals is great but once you know what you want to achieve, you need 

to then work on a plan for how you are going to do it.  

Depending on the size of your goal there may be only one or two steps to take 

to achieve it or it may need a major plan of action if it is a lifetime goal. 

When you write down the individual steps of your plan and then start crossing 

them off as you achieve them you can actually see the progress you are making 

towards achieving your goal. 

One of the best ways to stay on track is to create weekly and daily “To-Do” 

lists.  

This helps to ensure that you are continually working towards what you plan to 

achieve.  

It is a good idea to regularly review and update your to-do lists and modify 

them if necessary based on your experiences. 

 Make each of your goals a positive one 

We all react better to positive ideas than negative ones so “I will drive within 

the speed limits” is much better than “I will not get any more speeding fines” 

 Prioritise your goals 

Review your goals and give each one a priority.  

This will reduce any feelings of being overwhelmed and allows you to focus 

more of your time on what is most important to you. 
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 Enjoy the achievements 

Every time you achieve one of your goals take time to enjoy the satisfaction of 

a job well done.  

Reward yourself for achieving major goals as this gives further motivation to 

achieve more. 

Ask yourself what you learned while achieving the goal and see if you can apply 

your new knowledge to other goals. 

 

I hope that you now agree that goal setting is crucial to any hopes you have of 

achieving success in life.  

The main reasons it is so important are because: 

 It allows you to see what you actually want to do and achieve in your life 

 It shows you what is important and allows you to focus on what really 

matters 

 It motivates you to achieve things 

 It boosts your self-confidence every time you achieve a goal. 

Start by setting your lifetime goals and then draw up a plan for achieving them.  

Your plan should incorporate your smaller goals. 

Whether you are wanting to achieve personal success or career success you 

must take the step of setting goals.  

When you see the power of the process you will wonder why you didn’t do it 

years ago. 
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Finally, finally… 

I have written another eBook specifically on the topic of creating goals for my 

blog subscribers. If you would like a copy you can download it for free by 

clicking on the following link: 

 How to create golden goals which guarantee success in life  

  

http://www.life-methods.com/wp-content/uploads/2016/06/Golden-Goals.pdf
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How to Work Today and Procrastinate 

Tomorrow 

 

Procrastination is something we all struggle with from time to time. From 

personal experience it is something which has held me back for many years.  

In fact, even as I sat down at my desk to write this chapter I could feel the 

temptation to do something else, such as check my emails, log in to Facebook 

or watch a video on Youtube. 

Important tasks are often difficult or time consuming so there is a natural 

temptation to find something easier or less important to do instead.  

However, if you are going to be more productive or successful then you are 

going to have to overcome this. 

In this chapter we are going to look at how to do just that. 

Before going any further let’s just define what we mean by procrastination. 

Here’s the Wikipedia definition: 
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Why do people procrastinate? 

When you look at it from a logical point of view, procrastination is one of the 

most foolish things you can do.  

Why would anyone put off doing a high priority task and work on low priority 

or pointless task instead?  

Don’t worry, you are in good company if you are guilty of being a 

procrastinator: 

Ok so these quotes are a bit tongue in cheek but the results of procrastination 

can be no laughing matter.  

Consider instead these quotes: 

 

 

Procrastination is the avoidance of doing a task which 

needs to be accomplished. It is the practice of doing more 

pleasurable things in place of less pleasurable ones, or 

carrying out less urgent tasks instead of more urgent ones, 

thus putting off impending tasks to a later time. 

 

“Never put off till tomorrow what may be done day after 

tomorrow just as well.” – Mark Twain 

“Procrastinate now, don't put it off.” – Ellen DeGeneres 
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So procrastination has been recognised as a problem throughout history but 

before we look at how to deal with it, let’s look at why people procrastinate. 

 Behavioural Evolution 

In today’s world we all live longer and so we all have longer-term plans for our 

lives. These longer term plans tend to require time and effort to achieve them. 

 Our ancestors however, had much shorter life expectancy and so short-term 

survival was much more of a priority than thinking about lifetime plans. 

It may be that this evolved tendency to focus on short-term pleasure is what 

results in procrastination in us today.  

To overcome this evolved tendency we may then need to re-educate the way 

we think about tasks. 

 Lack of Desire 

This is one of the most important causes of procrastination and is very 

common in students and employees in companies. 

In students, many find that they are studying a topic or even a subject in which 

they have little or no interest.  

“Procrastination is one of the most common and deadliest of 

diseases and its toll on success and happiness is heavy. “ - 

Wayne Gretzky 

“I'd be more frightened by not using whatever abilities I'd 

been given. I'd be more frightened by procrastination and 

laziness.” -  Denzel Washington 

“My advice is, never do to-morrow what you can do today. 

Procrastination is the thief of time. Collar him!” – Charles 

Dickens 
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This makes it very difficult for them to motivate themselves and so they either 

spend minimal time on the topic or skip it altogether. 

If your job involves doing work in which you have no interest you will also lack 

motivation and your performance is likely to be mediocre at best. 

It is very difficult for you to be successful at anything in which you have a lack 

of desire.  

This is one of the reasons we talk about identifying your dreams and goals.  

When you know what you want to do then you will be motivated by your 

desire to achieve it. 

 Fear 

 

Fear is another major cause of procrastination. Depending on the task, this can 

be fear of things like failure, rejection, uncertainty, pain or injury, loss of 

control, or ridicule. 

Sometimes it can take a bit of soul searching to find out what the actual fear is.  

When I thought about why I was procrastinating in writing this book I was able 

to rule out a lack of desire because I knew that I wanted to write the book. 

Instead it must be a fear. Could it be fear of long hours spent writing? I didn’t 

think so because I enjoy writing too.  

Could it be a fear of failure? Possibly, but I knew what I wanted to write about 

because I had already done the research. 
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In the end I believe it was a fear of rejection or loss of self-esteem if I produced 

a book which didn’t live up to the high standards I set myself.  

Thankfully my desire to write the book was greater than my fear and so I was 

able to press ahead and get the job done. 

 Other causes of procrastination 

- The task is boring or low value. 

- Risk of confrontation – with other staff, customers or suppliers 

- It’s not your job! – If you feel someone else should be doing it you won’t 

be motivated 

- Overwhelm – you don’t have sufficient training, experience or resources 

- Uncertainty – you are unclear about what to do or what is expected 

- Fear of success – will completing the task result in more work or possibly 

affect others? 

So there are many different causes of procrastination and in many cases it can 

be hard to pinpoint exactly what the cause is.  

Nevertheless, one of the first things you should do to try to overcome 

procrastination is to look at the times when you find yourself procrastinating 

and ask yourself what the cause is.  

Think about everything we have discussed in this section and try to identify the 

trigger or cause. 

Let’s move on now and look at how we can tackle the problem. 
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How to “knock out” Procrastination 

 

There are numerous ways to combat procrastination and there is no one best 

way. As with many solutions to problems, it can be a very individual thing.  

Take time to consider each of them and then apply them when procrastination 

strikes. 

 Devote the first 30 minutes of the day to work 

This is one of the most effective tips I learned for dealing with my personal 

procrastination issues.  

I would often sit down at my computer with the intention of getting stuck into 

some work.  

Before doing so though I would just take a quick 5 minutes to check emails and 

look at any social media updates.  

The problem is – that 5 minutes becomes the best part of an hour or even 

longer. 

I now have a strict policy of only allowing myself to do these things after I have 

done a minimum of a good solid 30 minutes of productive work.  

This establishes my thought process on being productive for the day and 

means I can maintain momentum for the rest of the day. 

If 30 minutes seems too long to commit to at this stage then make it just 10 

minutes of solid work.  
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The important thing is to get started and focussed on your task and you will 

find the rest takes care of itself. 

 Accept that you will feel the urge to procrastinate 

As we discussed earlier, procrastination is partly due to our behavioural 

evolution.  

When you find yourself thinking that you need to get started on a task you 

then get the urge to do something less stressful instead.  

This can lead to a never ending cycle of postponing the task for another five 

minutes.  

Next time you feel this happening just gently tell yourself that just this once 

you are going to resist the urge to procrastinate.  

All you are doing is merely accepting that you are human and simply 

experiencing an emotion.  

By acknowledging this for what it is, the urge to procrastinate will quickly pass. 

 Remove Distractions 

 

Try to identify what distractions you have in your working area. 

 For example in my home office I have my PC connected to the internet and my 

mobile phone (cellphone) is usually either in my pocket or sitting on my desk.  
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These both provide a temptation to check email or look at social media. 

Knowing that “fun things” are just a click away can gnaw at your willpower and 

eventually cause you to become distracted and start procrastinating. 

A few years ago when I worked full time in a pharmacy, the company I worked 

for installed internet blocking software on all their computers to prevent staff 

from viewing non work-related websites.  

This of course was very unpopular with staff but from the company point of 

view it stopped employees from wasting time on social media etc. 

You could install similar software on your own computer to block distracting 

websites when you are working.  

Personally I use a simpler strategy.  

I download any information I need on my computer before I start and then 

simply switch off my router and put my phone on silent.  

This remains the case until I have either finished my task or worked for an 

allotted period of time. 

Apply this situation to any other distractions you have so that you can focus on 

the task in hand. 

 Accept that you aren’t perfect 

One of the many reasons for procrastinating is the fear of not making the best 

possible job of a task – whether that is making a sales target or designing a 

new product.  

You view the task as too demanding or intimidating and so avoid even starting 

it. 

You need to accept that it is not always necessary to achieve perfection.  

Rather than try to design the perfect new product you should instead look to 

make a good start on the design by maybe focussing on just one aspect of the 

product. 
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Just by getting something done, no matter how small, you find that ideas start 

to flow and energy is found when you didn’t think you had it.  

Making a start is often all it takes. 

 Create a schedule 

If you have nothing more than a vague goal about getting something done 

then you will struggle to even start it.  

Instead you need to plan the steps you need to take and then schedule when 

they are going to be done. 

For example when I decided to write this book I planned out the individual 

topics I wanted to write about and then allocated each topic to a particular day 

which would be devoted to that topic.  

This helps to program your thinking and makes you focus on achieving that 

goal in the allotted time. 

When you create your schedule, try to plan to do the most difficult or 

important things earlier in the day and leave the easier stuff for the afternoon.  

Getting a big job out of the way earlier is a great way to motivate you and 

make you feel good about what you have achieved. 

 Break big tasks down into a series of smaller ones 

How do you eat an elephant?  
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Answer – one bite at a time. 

If you feel overwhelmed by the size of a task there is a high risk that you will 

procrastinate.  

This is when it is important to break the task into smaller and less daunting 

ones.  

For example, writing a book is a huge job which could involve writing many 

thousands of words.  

Breaking the job down into sections makes the task much more manageable.  

Writing a chapter of a book is a smaller task and writing a sub-chapter is easily 

achievable in under an hour. 

 Get Organised 

As well as creating a schedule you need to ensure that you have the right 

knowledge and resources to complete a task.  

Make sure that your plan doesn’t get derailed by you having to stop to go and 

get something or look up some information that you should have already 

gotten. 

Being disorganised can lead to you forgetting tasks, missing deadlines and 

feeling stressed – all of which lead to further procrastination.  

Many people find that the best time to get organised is the night before. This 

means everything is ready for you in the morning to just get stuck in 

 Look after your body 

 



©Life-Methods.com 
 

 32 The Productivity Blueprint 

 

If you feel sluggish or under the weather you are unlikely to produce your best 

work – if you actually get any done! 

Try to eat healthily and get a good night’s sleep before you start on your day’s 

work.  

Another good idea is to get some exercise done before starting the task you 

have planned.  

This doesn’t mean you have to get up early and go to the gym for a 45 minute 

spin class (although that does do wonders for you!). 

 A brisk ten minute walk in the fresh air will help to burn off stress hormones, 

release a few endorphins (happy hormones) and significantly increase your 

productivity.  

 

 

 Procrastination is human and an evolved behavioural response. 

 There are many causes or triggers for procrastinating. By identifying 

them we can then work on avoiding them or overcoming them. 

 Having clear goals and plans in place and being organised are some of 

the best ways to overcome procrastination. 
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The Wisdom of Gandalf 

What will you do with the time given to you? 

 

Probably one of the best film trilogies ever created is “The Lord of The Rings” 

and my favourite character is undoubtedly the magician, Gandalf. 

Gandalf is very wise and uses his wisdom to advise and guide Frodo through his 

quest to destroy the one ring. 

One scene that always sticks in my mind is when Frodo is trapped in the mines 

of Moria and tells Gandalf how he wishes the ring had never come to him and 

how he wishes this had not happened in his time. 

Gandalf’s reply is “So do I, and so do all who live to see such times. But that is 

not for them to decide. All we have to decide is what to do with the time that 

is given to us.” 

What a fantastic piece of advice! 

One of the things that will make huge differences to your productivity on a day 

to day basis is managing your time better – or as Gandalf would say, deciding 

what to do with the time given to you. 
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Time is the most precious resource that you have and it is the one which you 

can never get back after you have used it. 

Do you regularly feel like there is not enough time in the day? 

Do you often wonder how other people seem to get so much more done in a 

day than you do?  

The key to getting more done is good time management.  

You need to realise that being busy is not the same as being effective.  

When you are busy you are often trying to get lots of jobs done and frequently 

end up with most of them only half done.  

 

What is Time Management? 

Good time management means that you organize and plan how much time you 

spend on each activity. This has many benefits including: 

 More efficiency in your work 

 Getting more done in less time 

 Reduced levels of stress 

 Achieving your goals for both career and life 

“Do not wait; the time will never be “just right.” Start where you stand, 

and work with whatever tools you may have at your command, and 

better tools will be found as you go along. “– Napoleon Hill 

“Never leave ’till tomorrow which you can do today.” – Benjamin Franklin 

“Time = life; therefore, waste your time and waste your life, or master 

your time and master your life.” – Alan Lakein 
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Bad time management has the opposite effect 

 Less efficiency in your work 

 Reduced productivity and missed deadlines 

 Higher levels of stress 

 Failure to achieve goals 

The aim of managing your time is to spend time doing the things that help you 

achieve your goals and the things that you personally prioritise and value.  

Let’s take some time now to look at ways in which you can improve your time 

management skills. 

How to improve your Time Management 

 Keep a To-Do List 

 

This is without doubt my number one time management tip and I have no 

doubt that it has saved me hundreds of hours of precious time and massively 

increased my productivity.  

I used to try to just remember everything that I needed to do until I finally 

realised that I have possibly the worst memory of all time.  

If you are trying to keep a list of what you need to do in your head then I can 

assure you that this is a recipe for failure. 
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There are many ways to keep a to-do list and many tools and gadgets you can 

use too if that’s your thing.  

I still use a good old pen and paper because I like to see it sitting there on my 

desk reminding me of what still needs to be done. 

My personal to-do list is actually two lists.  

One list has a comprehensive list of all tasks that I need to do which are 

currently outstanding and which are either of a medium or low priority. 

The other list is my daily to-do list and contains all the tasks which are high 

priority and which I plan to do that day.  

At the end of the day I will move any unfinished tasks onto my to-do list for the 

next day. 

There are many advantages to creating a to-do list such as: 

- Focusing your attention on what needs to be done 

- Deciding on priorities and ensuring that the most important and urgent 

tasks get done 

- It gives you a feeling of control over your day 

- You get to see the “bigger picture” 

- You get a sense of achievement each time you tick off one of the tasks 

- It records what you have done and what you have yet to do 

- You won’t forget to do something 

- You get more done and save time too 

I can’t recommend enough that you use a to-do list.  

Make sure you update your list daily and add new tasks to it along with an 

indication of their urgency or priority. 
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 Use a Time Log 

Using a time log is a great way to discover where you are currently wasting 

time and then eliminate it.  

What you need to do is log everything you do for a week in detail and then 

examine it afterwards to see how you use (or waste) your time. 

To do this you can make up a record sheet for each of the next seven days and 

divide it up into thirty minute intervals.  

Note down what you have done in each of those slots throughout the day. 

At the end of the week you can examine you time log and ask yourself 

questions such as: 

- When did I do my most productive work? 

- When am I least productive? 

- When do I regularly waste time? 

- How much time do I spend on high priority tasks and how much on low 

priority ones? 

- What changes could I make to my regular schedule that would allow me 

to get more done? 

You will be amazed at how much time you can free up by examining closely 

where your time gets lost on an average day. 

 Action programs 

An action program is a bit like a to-do list on steroids!  

They are particularly good if you have multiple projects to manage or perhaps 

if you are the manager of a department in a company 

A to-do list can be good for, say, 10 or so items but when the list grows bigger, 

then an action program will help you to avoid missing important activities and 

will get you into the habit of delegating tasks appropriately. 

There are several stages to preparing an action plan: 
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- Collection 

This is where you make your list of tasks which need to be accomplished.  

If you are working in a team then get other members input for the list to 

ensure nothing is forgotten.  

Ensure that everything gets written down – don’t try to remember things 

- Assessment 

When everything has been written down, take time to assess each task and 

decide if it does actually need to be done.  

If something is irrelevant or unimportant then delete it from the list 

- Organizing and Prioritizing 

Now you can look at your list of tasks and start grouping them together so that 

all tasks relevant to one particular issue are all kept together as a project. 

Once you have projects formed from the groups of tasks then arrange them in 

order of importance or priority. 

Finally decide which projects are ones for you to work on and which projects 

can be delegated to others or even outsourced. 

- Review 

Once your action program is created and put to work then you need to 

regularly review and update it.  

Archive items that are completed and investigate anything which is 

outstanding or overdue. 

By creating an action program you avoid becoming overwhelmed by large 

volumes of work.  

They help you to strike the right balance between completing daily jobs and 

achieving long-term goals.  

This helps to reduce stress and gives you a sense of achievement and further 

motivation. 
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 Stop Multitasking 

 

In our efforts to get as much done as possible many of us try to multitask.  

While you might think that doing more than one thing at a time is being 

productive there have been several studies done which show that multitasking 

can actually result in you wasting up to 40% of your time! 

You may have heard the myth that women can multitask better than men.  

The truth is that multitasking doesn’t work because none of us can actually 

focus on more than one job at a time. 

When you try to do two tasks at the same time your mind becomes overloaded 

trying to switch between them.  

Your attention to one task will fade as you work on the other with the result 

that you end up with a lower quality of work in both. 

You will be much more productive by focusing on one task at a time.  

Use your to-do list or action plan to work through your tasks in order of 

priority. 

If something urgent crops up then put your current task on hold; deal with the 

problem; then return to where you left off. 
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Remember – multitasking is not being productive; it is damaging your quality 

of performance and actually costing you time.  

It also causes stress so focus on one task at a time and enjoy getting more 

done. 

 Leveraging Time 

There are only so many hours in a day that you can work.  

Therefore, by yourself, you can only achieve so much (obviously maximising it 

by using the strategies you have learned here).  

However if you leverage other people’s time you can make big increases in 

your productivity 

You can do this in several ways: 

- Delegate tasks to others (see the chapter on delegation) 

- Train people to do jobs for you 

- Ask experts or consultants about topics you have limited knowledge of 

- Outsource tasks to people who can do the job to a high standard in a 

fraction of the time it would take you to do it yourself. 

Some of this may involve an expense but balance that against the time you 

save by doing it. 

 Get organised 

It is amazing how much time gets wasted every day through lack of 

organisation – whether that be looking for something that has been misplaced 

or just wondering what to do next because you haven’t made a proper plan. 

Here are some ideas for how to become better organised: 

- Clear your desk.  

Most of us have the most amazing piles of junk just sitting on our desk. I still do 

– although it is much smaller than it used to be.  
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You might think you know where everything is but you will probably waste 

precious minutes searching for something when you need it. 

Start by clearing your desk completely.  

File away anything that you have finished using and store all pens etc in a desk 

tidy or drawer. Dump anything you don’t need. 

Finally, only return any items to your desk that you currently need for the task 

you are working on. 

- Plan your day before you start 

The first thing you should do every day is set out your plans for that day. 

 Refer to your to-do list or action program and schedule everything you intend 

to work on for the day 

- Keep a notebook handy 

I always keep a small notebook in my pocket just to scribble down any 

thoughts and ideas as they come to me.  

You can also use it as a reminder tool or to jot down notes during a meeting. 

It’s amazing how many ideas just pop into your head at unexpected times.  

The problem is, you can forget them just as quickly.  

I had a great idea for a closing paragraph to another chapter of this book when 

I was only half way through but I didn’t write it down.  

When it came to writing that final paragraph I couldn’t remember what I had 

thought of less than an hour ago! I could have kicked myself! 

Your notebook can also help to keep your to-do list updated with new plans 

and ideas. 

- Organisational technology 

Many people find digital calendars and planners on their computers such as 

Outlook are very handy tools for organising their day. You can colour tasks 
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according to priority and schedule things days or weeks ahead. Spreadsheets 

are another option if you are technically minded. 

Some other time management tips 

 

Here are a final few short and snappy time management tips 

 Stop checking emails as soon as they arrive 

 Spend your time on things that are worth it 

 Work to your schedule and don’t work late 

 Get enough sleep 

 Do your most important work when you feel freshest 

 Avoid people who waste your time 

 Take regular breaks to avoid burn out during the day 

 If you aren’t working, don’t think about work. Keep your mind fresh. 

 If technology or systems are slowing you down – get them fixed 

 Learn to say “No”. Don’t take on more than you can handle 

 Plan to be early. If you plan to be on time you risk being late! 

 Have a clock visible. Don’t lose track of time but also don’t be 

pressurised by time. 

 Set reminders for important tasks that need to be done 
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 Don’t let tasks overrun. If necessary end it as it is, or reschedule more 

time. 

 Leave buffer time in between tasks. Try not to start another immediately 

after just finishing. 

 

 

 Managing your time is fundamental to increasing your productivity and 

maximising your chances of success. 

 Planning and organising are absolutely vital. Know what you have to do 

and when you have to do it. 
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A Quick look inside your Head! 

“The Productivity Mindset” 

 

If you are going to become more productive then you absolutely must have the 

right mindset to achieve this.  

A productive mindset is not about trying to do everything, be everything or do 

it quickest.  

A productive mindset is one where you make best use of your resources such 

as your time, energy and skills. 

“Amateurs sit and wait for inspiration, the rest of us just get up 

and go to work.” – Stephen King 

“Productivity is never an accident. It is always the result of a 

commitment to excellence, intelligent planning and focused effort” 

– Paul Meyer 

 



©Life-Methods.com 
 

 45 The Productivity Blueprint 

 

In this chapter we are going to look at what makes a productive mindset as 

well as being positive and staying energised. 

 

What makes a Productive Mindset? 

 

Your mindset is a description of the beliefs, assumptions, methods and thought 

processes that you hold in your head.  

These are some of the qualities that make your mindset a productive one: 

 Motivation 

If you are going to achieve anything you need to be motivated and have the 

desire to achieve it.  

It is very difficult to start, never mind finish, any task without motivation. 

 Positive attitude 

Having a positive attitude makes you more likely to succeed at something, no 

matter how difficult the challenge.  

A negative attitude can lead to failure before you even get started. 

 Open mind 

Having an open mind is essential to discovering new ideas and new solutions to 

problems. It also helps when embracing change. 

 Self confidence 

You must have faith in your own abilities and believe that you can achieve 

what you have set out to do.  
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Without self-confidence it is difficult to achieve what you are capable of. 

 Vision 

How many times have you heard of successful people who had great “vision”? 

 A productive person can visualise what they want to happen and then focus 

on making it happen.  

If you know what the end result looks like and you know what actions need to 

be taken, then you can make progress towards achieving your goals. 

 Determination 

Success is not going to fall into your lap so you are going to have to work for it.  

You must be willing to tackle challenges and overcome problems when they 

occur. 

A productive person will not let setbacks or adversity derail them from their 

plans and goals. 

 Organisation 

When you are properly organised you know what steps need to be taken and 

when.  

You have a system in place which gets everything done in a timely manner. 

 You rarely, if ever, feel hurried. 

 Assertiveness 

If you are going to be productive then you need to learn how to be assertive.  

This means you will deal with incidents in a fair and appropriate manner. 

 Assertiveness is not the same as aggressiveness! If you need to say “No” to 

someone then do so respectfully.  

Help others if you can but don’t allow them to adversely affect your own goals. 

 You never hold grudges or grievances because you know these will affect your 

productivity. The past is gone – move on. 
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 Focused 

If you remember what we said about multitasking you will know that this is a 

myth.  

You are just switching between tasks and doing neither to a particularly high 

standard. 

 A productive person knows that it is better to focus on a single task and 

ensure that it gets done properly.  

You then move on to the next task and focus on it too. 

 Solution-oriented 

If you have a problem it is easy to become bogged down.  

A productive person will take one good look at the problem and then devote 

all their time to finding solutions to the problem.  

Finding solutions makes you feel in control and enables you to accomplish 

things more quickly. 

Getting your mindset right can have a dramatic effect on your productivity so 

get this right early and a lot of other things will fall in to place. 

 

How to stay energised and positive 
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There is no doubt that feeling positive about your work and the tasks you need 

to achieve will make you more productive so here are a few ideas for how to 

stimulate that positive energy. 

 Work in a positive environment 

Your environment has a major impact on how you feel.  

Make sure your workplace is bright and pleasant and a place you enjoy 

spending time.  

Find positive people to work with as your positive energies will motivate each 

other.  

Have a zero-tolerance policy with negative people. 

 Listen to positive music 

 

One of the things I used to do when I worked as a pharmacist was to set myself 

up for the day by listening to high energy rock music in my car on the way to 

work.  

This made me feel energised and ready to face the day. 

 Listen to whatever music makes you feel good and sing along if you feel like it. 

It is guaranteed to make you feel more positive. 
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 Smile or laugh 

 

Every time you smile or laugh your mind responds to this by feeling good and 

positive. It lifts your mood as well as those around you.  

In my pharmacy I had a lady who worked on the other side of the shop but 

there was never a day went by when I didn’t hear her laughing with a 

customer.  

Her laugh was infectious and I could feel myself smiling and noticed other 

customers smiling too. 

A good tip from a friend of mine is to keep a “joke-a-day” calendar on your 

desk.  

Every day you look at the new joke or cartoon and have a laugh at it. This starts 

your day on a positive note and helps you to get started on your work. 

 Meditation and Yoga 
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Both of these activities help you to clear your mind and gain control of your 

thoughts. Your increased self-awareness allows you to eliminate negative 

thoughts and welcome positive ones. 

 Exercise 

Exercise is a great way to boost your feelings of positivity.  

One of the main reasons for this is that exercise stimulates the release of 

endorphins which are your body’s “happy hormones”.  

You don’t need to go to the gym – a brisk walk in the fresh air will do wonders 

for you.  

Afterwards you will feel full of energy and much more productive. 

 Take responsibility 

One of the biggest eye-openers for me was to accept that I was responsible for 

everything that has happened in my life.  

Your thoughts control your actions so it is better to control your thoughts 

rather than blame luck, the government, the economy or your god.  

Taking responsibility for yourself makes you feel more positive about it. 

 Write down positive experiences 

By recording all the positive things that happen to you, you start to instil in 

your thinking that positivity is a way of life for you. 

 Give compliments to colleagues 

Think back to a time when someone paid you a compliment and think about 

how that felt. I bet it felt good!  

Take time to compliment anyone you work with on a regular basis and you will 

find you massively boost the positivity and productivity of your workplace. 
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 Be enthusiastic 

 

Enthusiasm is contagious and it will rub off on others around you.  

Even if you don’t feel enthusiastic – act it! You will find that by acting 

enthusiastic you will start to feel it too.  

Again this helps to boost the positivity and productivity of your workplace. 

Here are some tips for staying energised too: 

 Eat a healthy diet 

 Schedule tasks for when you usually have most energy 

 Get some exercise first thing in the morning 

 Avoid bucket-sized cups of coffee and stick to smaller cups only 

 Get a “power-nap” if you can fit it in 

 Do some stretching exercises to banish fatigue and help you refocus 

 Banish negative thoughts 

 Stop complaining – it sucks the energy out of you 

 Find time for pleasure – whether that be a favourite sweet (candy) or a 

walk in the park 

 Drink plenty of water. Dehydration is very debilitating. 

 Get enough sleep 
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 Having the right mindset will greatly boost your productivity. Take time 

to work on this to maximise your performance 

 Positivity will ensure that both you and the people you work with are 

making the best possible contribution to the tasks you need to do 

 Staying energised will enable you to get more done and save time. 
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The Difference Between Important and 

Vital – Getting your Priorities Right 

 

Whether you are working in a team, managing a team, running your own one-

man business or running a larger company, learning how to prioritize tasks 

effectively will make you more efficient and productive as well as saving you 

time, energy and stress. 

“Most of us spend too much time on what is urgent and not enough 

time on what is important.” – Stephen R Covey 

“The mark of a great man is one who knows when to set aside the 

important things in order to accomplish the vital ones.”  - Brandon 

Sanderson 

“Things which matter most must never be at the mercy of things 

which matter least.” – Goethe 
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I’m sure you are familiar with the feeling of having a huge pile of work to do 

and wondering where you will even start on it.  

This can often be the case if you are working in a company where every 

department believes their tasks are the most urgent. 

In this chapter I am going to give you some general advice on prioritizing as 

well as the system I use for prioritizing my workload and doing the right work. 

How to prioritize your work 

 

 Make a list 

The first thing to do every day is to write everything down that needs to be 

done that day.  

Don’t try to memorise things – either write it down with pen and paper or use 

your computer to note things down in a “notepad” or “Word” document. 

 Assess your list honestly 

Decide how much benefit will be gained from completing each of the tasks.  

If you are in business then you should consider that tasks for your clients or 

customers may need to take priority over tasks for the business.  

It might help to use categories such as “high”, “medium” and “low” for the 

priority you assign or colour them red, orange and green for example. 
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 Remember the 80:20 rule 

In most businesses 20% of the activities of the business produce 80% of the 

outcomes or products or financial rewards.  

Look at what you are doing in your business and find out what those 20% 

activities are.  

These are what should be your top priority tasks. 

 Assign a timeframe 

Deciding how long a task is likely to take will help you to fit the task into your 

schedule.  

Assigning the right amount of time is important to avoid spending too long on 

a task.  

Having a realistic deadline for the task will ensure that other tasks get done 

too. 

 Keep a log of your tasks 

This is a good way to help plan your timeframe.  

When you know how long a task took the last time it was done you can use this 

to help plan the next time something similar is to be done. 

 Minimize interruptions 

- Only deal with urgent queries when working on tasks.  

- Stop checking emails.  

- Work through a task until complete.  

- Avoid the temptation to multitask. 

 

 Review your to-do lists regularly 

Most days you will find a few tasks that don’t get done and end up being 

pushed onto the next day’s list.  

Consider these tasks and ask if they really need to be done and if so, then 

consider whether someone else could do it instead.  
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The Task Prioritizing Grid 

Here’s a great tool you can use if you are struggling to decide what priority to 

give tasks.  

It’s a simple grid of four squares.  

Along the top you rate the Importance of a task – High or Low. Along the side 

you rate the urgency of tasks.  

 High Importance Low Importance 

 

 

High 

Urgency 

This section is for tasks which 

are of high importance and high 

urgency. 

These need to be done today 

and done to a high standard 

These are your top priority and 

go at the very top of your to-do 

list for the day 

This section is for tasks which are 

of low importance but high 

urgency 

These need to be completed on 

time 

As they are of low importance you 

should only schedule the absolute 

minimum time to them and don’t 

go over it. 

 

 

 

Low 

Urgency 

This section is for tasks which 

are of high importance but low 

urgency. 

These can be long term plans 

and goals. 

Create plans for working on 

them and target dates for 

completion. Break them down 

into smaller chunks to fit into 

daily and weekly planners. 

This section is for tasks which are 

of low importance and low 

urgency. 

Dump as many of these tasks as 

possible and then delegate as 

many of the remainder as 

possible. 

Only work on these tasks when 

everything else is done. 
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Once you have your list of tasks start putting them into the appropriate box.  

Your highest priority jobs are in the top left box and lowest priority are in the 

bottom right box 

How I Prioritise My tasks 

Now that I am running an online business I had to have a total rethink about 

the tasks I do now compared to when I was a pharmacy manager.  

Fortunately, I found the ideal guide to help me to prioritise my work and I have 

included a copy of it below for you to see. 

This guide was created by an internet marketer called Rob Cornish who is one 

of the most respected marketers in the UK and in the wider world.  

He runs a blog called Gain Higher Ground which is packed with free tips and 

advice.  

Rob also has a site called Gain Higher Ground Membership which is a fantastic 

site for anyone who wants to start and run their own online business.  

I am a member myself and it is without doubt the best site I know for anyone 

starting out in internet marketing. 

If you are at all interested in starting and running you own online business then 

I can 100% recommend it.  

Click on the link above and take a look yourself at what Rob is offering. 

You can download a copy of this guide from my website here: 

->Online Business Daily Productivity Guide <- 

 

I have a copy of this guide printed out and stuck on my wall. Every day when I 

plan the work I have to do I use this guide to prioritise what I am doing. 

http://www.gainhigherground.com/
http://a08760qqramzpuck-3jfwl3o4x.hop.clickbank.net/
http://www.life-methods.com/wp-content/uploads/2016/07/GainHigherGround.Com-HighAndLowProductivityTasks.pdf
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 Having a lot on your plate at once can feel very overwhelming, but 

almost anything is manageable if you learn to prioritize effectively. 
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Stop Working so Hard! 

Get Someone Else To Do It! 

 

Surround yourself with the best people you can find, delegate authority, 

and don't interfere as long as the policy you've decided upon is being 

carried out. – Ronald Reagan 

I find that many entrepreneurs are trying to do everything when it would 

be cheaper and more time-efficient to delegate, even if there are 

monetary costs associated with that. – James Altucher 

If you really want to grow as an entrepreneur, you’ve got to learn 

to delegate — Richard Branson. 
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Getting people to help you is one of the best ways to make sure you get things 

done and maintain standards of work too.  

In this chapter we are going to look at how you can do that by using delegation 

and outsourcing. 

Whether you use delegation or outsourcing will depend a lot on your current 

situation.  

If you are managing a team of staff then delegating tasks to the right people is 

an essential skill to ensure everything gets done to a high standard and on 

time.  

Of course if you are currently running your own small business then you might 

not have anyone to delegate to.  

This is where outsourcing tasks might be one of the best investments you can 

make to improve the productivity of your business. 

Before going any further let’s just be clear what we mean by both delegation 

and outsourcing. 

Delegation is where a senior person allocates lower priority tasks to a more 

junior person in the organisation.  

This allows the senior person to focus their attention on higher priority tasks. 

Outsourcing is where a task is allocated to a person outside of the organisation 

usually to obtain skills which aren’t present within the organisation. 

Why is Delegation so important? 

When you try to think of what makes a great entrepreneur, leader or manager 

you might think of someone who is courageous, determined, and bold, and 

maintains control and authority over everything.  

In fact such a person is rather insecure and ineffective as a leader. 

Whatever your current role – manager, business owner – being able to 

effectively delegate will be key to achieving your goals.  
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Every successful person that has ever lived has been able to manage their time, 

resources and people rather than try to do everything themselves. 

Delegation frees you up to tackle the most important aspects of making a 

success of your business.  

Having a hands-on approach may be good in some areas but not if it gets to 

the extent where you are the only person who can do a job to your standards. 

 A much better use of your time would be to properly train others to do such 

jobs. 

Being too hands-on will cause you to lose the bigger picture when you should 

be ensuring the overall success of what you are doing.  

It also risks alienating staff which will almost certainly mean worse 

productivity. 

 

How to Delegate Effectively 

 

Delegation is not just simply dumping a task on someone else.  

There are several stages to delegation and it only works if you cover all the 

steps. Here they are: 

1. Define the task – when you are sure that a task can be delegated then 

consider what exactly needs to be done. Be clear – e.g. Don’t just say 
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“Do the gardening”; instead spell it out – grass to be cut, weeds to be 

dug out, flowers to be watered and leaves to be lifted. 

2. Choose who will do the task. 

3. Consider this person’s fitness for the task or any training to be given. 

4. Explain to the person the reasons for delegating the task to them. Tell 

them why you think their particular talents are best suited for the job. 

5. Specify what is expected – ensure that the person knows clearly what is 

to be done. 

6. Ensure the person has everything they need to complete the task – 

money, tools or any other necessary resources. 

7. Set a deadline – this includes an overall deadline as well as any interim 

deadlines for specific aspects of the task to be completed. 

8. Support the person – make sure you are available to help the person in 

the event of any issues arising. 

9. Feedback – this is frequently omitted and can lead to unnecessary 

problems. You must let the person know how they are doing and discuss 

any problems immediately they arise. Credit should always be given for 

a job well done. 

If you delegate properly you save yourself time as well as creating a well-

trained and motivated team of staff. 

How much time will you save? Consider this: 

You can spend 20 minutes each day doing a task that could be delegated to 

another member of staff.  

This means that over the next 5 years you will spend over 400 hours doing that 

task! 

Alternatively, you could spend 2-3 hours training another member of staff and 

delegating the task to them and never have to spend any time on it again! 
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Hopefully you can agree that delegating tasks will free up hours of time for you 

which you can use to further increase your productivity and help your 

company or business to grow. 

 

What is Outsourcing? 

 

When you are a small business, or even running your own personal business, 

then delegating tasks to others may not be an option for you.  

This is where outsourcing might be the perfect thing to consider. 

Put simply, outsourcing is where you hire another person or company to 

perform a task or service for you.  

The major benefit of this is that it allows you to access skills that would be hard 

to find or develop in your organisation. 

This allows you to focus on tasks that you can competently do which drive your 

business forward while at the same time getting other tasks done for you. 

 Clearly there is an expense for you here but this is usually massively 

outweighed by the benefits you gain from having something done properly. 
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Here are some of the main reasons that you should consider outsourcing in 

your business: 

 Lower costs including for premises and staffing 

 Time freed up to work on core business activities 

 Access to a global source of skills and knowledge 

 No need to learn new skills yourself 

 Possibility to access new markets by moving production to another area 

There are many activities that you can outsource such as: 

 Customer service 

 Telemarketing 

 IT services such as Website design or hosting 

 Online marketing and SEO 

 Social Media 

 Product development and creation 

 Order fulfilment 

 Market Research 

 Graphic design 

 Business admin duties 

 Accounting 

 Legal services 

 Marketing 

Outsourcing is a great way for small businesses to delegate tasks to 

experienced people and get great work done without having to hire staff. 
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How can I start Outsourcing? 

 

There are many ways to access outsourcers but the method you choose will 

depend on what type of business you are in. 

If you are working in a typical “bricks and mortar” business you could consider 

placing adverts on websites for people who want to work from home or using 

more traditional adverts in newspapers or trade magazines. 

Alternatively, you could approach local chambers of commerce for lists of 

service providers or ask professional associations or trade groups for their 

recommendations.  

Simple google searches or websites such as LinkedIn may also be good for 

finding outsourcers. 

If you are running an online business then there are an ever increasing number 

of websites which are great for getting outsourcers who are skilled in almost 

anything you can think of.  

Here are some of the most popular sites: 

1. Fiverr.  www.fiverr.com 

Fiverr is an amazing website where thousands of outsourcers will do almost 

anything for you at a cost of just $5. I have had loads of “fiverr gigs” done over 

the years including logo designs, website banners and sound editing. Most of 

the time the work is great but do expect a few duds when you are only paying 

$5 

 

http://www.fiverr.com/
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2. Upwork.  www.upwork.com 

Upwork used to be known as oDesk and Elance. This is a great source for 

technical outsourcers and you can get people to do tasks such as web 

development, mobile apps, design work, virtual staff, sales and marketing or 

admin. These people are very talented and so tend to charge a little more but 

if you can afford it then it could be a great investment 

3. Freelancer.  www.freelancer.com 

Freelancer is a good alternative to Upwork and covers many of the same areas 

of expertise. Freelancer has a good reputation for getting you loads of offers to 

do your job in a very short period of time. 

4. Guru.  www.guru.com 

Guru is very much focused on technical stuff and has a wide range of 

outsourcers who can do web and software design, art & multimedia and 

engineering or architecture tasks as well as people who can do tasks such as 

writing & translation, admin, finance, legal and sales & marketing jobs. 

5. iFreelance. www.ifreelance.com 

iFreelance is a great source of a very wide range of freelancers including some 

specialist tasks such as market research, planning, video editing, advertising, 

lead generation and traditional art. 

6. Bitsytask.  www.Bitsytask.com 

Bitsytask is another extensive supplier of outsourcers in a wide range of fields. 

Their personal take on the outsourcing concept is that they do “managed 

outsourcing” where they work with pre-qualified people to select, manage and 

deliver completed tasks. 

These are only a select few of the most popular outsourcing websites. While 

focusing quite a lot on online businesses they can also be a great source of 

talented workers for traditional businesses too. 

 

 

http://www.upwork.com/
http://www.freelancer.com/
http://www.guru.com/
http://www.ifreelance.com/
http://www.bitsytask.com/
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How to outsource effectively. 

There is a lot of similarity between delegating and outsourcing effectively. 

Here is a basic guide to making sure you get the best results from outsourcing: 

1. Clearly define the task to be done. 

This is extremely important since you will be passing the task to someone 

outside of your organisation and so will have less visibility of the work actually 

being done.  

Describe the result you want and how it can be quantified if possible.  

Make sure your instructions and requirements are clear and leave no room for 

misunderstanding. 

2. Choose your outsourcer carefully 

While outsourcing can be a great way to get high quality work done it can also 

be a great way to waste time and money if you get this stage wrong. 

Choosing the right outsourcer is not about choosing the person who will do the 

job cheapest.  

As with most things in life – you get what you pay for. Take some time to get a 

number of quotes for your job before awarding it. 

Visit a range of different outsourcing options and advertise the task you want 

done.  

Look at all the offers you get for your job and shortlist them based on your 

analysis of the offers.  

Don’t be afraid to ask for references and examples of previous work so you can 

see what you are getting for your money. Good outsourcers will happily 

provide you with this.  

Only when you are happy with the quality of previous work done by the 

outsourcers should you allow the cost to be a factor. 

Always remember that 250 spent on a shoddy piece of work is money wasted 

but 500 spent on quality work is money well invested. 
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3. Communicate 

When you have chosen your outsourcer make sure you communicate 

extensively with them.  

Explain what your task is, how it is to be done and why it is vital to your 

business.  

Leave no stone unturned in making sure your outsourcer is on the same page 

as you. 

Ensure that the outsourcer can contact you (and vice-versa) when necessary. 

 As well as email addresses and contact numbers for telephone or fax you 

should also consider exchanging contact details for Skype, Facetime or other 

messaging services. 

4. Set a timeframe for the job 

Make sure your outsourcer clearly understands when the deadline is for the 

job to be finished as well as a timeframe for any tasks to be done along the 

way.  

You should factor in time to review drafts of the job and any revisions of work 

that might need to be done. 

5. Feedback and follow up 

When the task is completed check that you are happy with the work done.  

Return any unsatisfactory aspects of the task for amendment with constructive 

feedback on any issues.  

Follow up on any issues that have arisen along the way. 

When you are happy with the work ensure that payment is made on time. This 

can create long-term business relationships which are mutually beneficial. 
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 Delegation and outsourcing are vital skills for anyone looking to improve 

their productivity. All successful entrepreneurs have been masters of 

this.  

 Learn how to focus your time and energy on the things you are good at 

and get others to do the tasks which you are either less skilled in or 

don’t have the time for. 
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I Used To Be Indecisive But Now I’m 

Not Sure 

 

I found every single successful person I've ever spoken to had a turning point. 

The turning point was when they made a clear, specific unequivocal decision 

that they were going to achieve success. Some people make that decision at 

15 and some people make it at 50, and most people never make it at all. -

  Brian Tracey 

Decision is the spark that ignites action. Until a decision is made, nothing 

happens.... Decision is the courageous facing of issues, knowing that if they 

are not faced, problems will remain forever unanswered. -  Wilfred A. 

Peterson 

It doesn't matter which side of the fence you get off on sometimes. What 

matters most is getting off. You cannot make progress without making 

decisions. - Jim Rohn 
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Making decisions is something everyone struggles with from time to time. 

Whether that is something trivial like deciding which dessert to order after 

your dinner or something major like deciding which supplier to place an order 

with, making the final decision can sometimes leave you feeling sick, confused 

or even almost paralysed with fear and doubt. 

Learning how to make good decisions is an essential skill for all managers and 

entrepreneurs so let’s take a look at why making decisions can seem difficult 

and some methods for overcoming these problems. 

 

How we make decisions 

 

 Decision making is where you choose between two or more possible solutions 

or courses of action in response to a problem. 

To make a decision most people use two processes: 

1. Intuition 

You have probably heard of people who do something based on their “gut-

feeling” about something.  

This is decision making based solely on intuition. 
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While you might initially think that using only intuition is foolish or reckless, 

you should keep in mind that your intuition develops over time as a result of 

your past experiences and things you have learned in life.  

Some of the greatest sports stars have risen to the top of their game by having 

a great sense of intuition.  

If they did the same things as other players they would be no better than 

anyone else at their game.  

The greats do things differently – things you don’t expect – because they just 

sense that it’s the right decision at that time in a game. 

2. Reasoning 

 

If you have ever watched Star Trek then you will be familiar with the character 

Spock. Spock is a Vulcan – a race of aliens who do everything in a logical way.  

They make every decision based on a thorough analysis of the facts and 

emotion is not allowed to play any part. 

Reasoning is where you make decisions based on the facts as you have them 

and you can demonstrate the reasons why you made that decision. 

I am guessing that you are neither a sporting superstar nor a Vulcan so for us 

mere mortals the usual method of decision making is to use a combination of 

the two processes. 
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Initially we may look at the facts we have and use it to narrow down the 

possible alternatives.  

Adding in a bit of intuition at this stage may then help us to make our final 

decision.  

 

Problems with making decisions 

Let’s take a look at some of the problems you might face when trying to make 

decisions: 

 Fear 

Fear of making a bad decision can sometimes make it feel almost impossible to 

make any decision at all.  

Sometimes this can stem from the consequences of a previous bad decision. 

Sometimes it comes from a lack of knowledge when you find it hard to work 

out what the outcome might be of the decision you are about to make. 

 Low self-esteem 

When you are experiencing low self-esteem or even feeling depressed then 

making a decision can feel like climbing a mountain.  

You might find yourself making a decision, and then doubting if you have made 

the right one and going back to change your mind.  

This can become a bit of a vicious circle. 

 Uncertainty 

If you feel that you don't have all the information you need to make a decision 

then you might feel that the decision needs to be delayed while further fact-

gathering takes place. 

 Complexity 

Many decisions need more than a simple yes or no, or a choice between two 

alternatives.  
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There may be a whole range of factors and issues to be considered before 

making a decision. 

 Potential Consequences 

The decision you make may have consequences which may affect both you and 

others of interest to you.  

You might need to consider whether the benefits of a decision outweigh the 

possible negative consequences of it. 

 Range of alternative options 

Sometimes the range of alternative options that you have might leave you 

feeling a bit overwhelmed.  

Making the right decision can seem like an impossible task in the face of so 

many possibilities. 

 People Problems 

You might be unsure how people will react to a decision you make and 

whether their reaction will affect the outcomes you are hoping for. 

 

How to make Good Decisions 

 

There are many ways that you can come to a decision but it is useful to have a 

sort of step-by-step approach which you can work through to ensure that you 

don't leave important issues unconsidered and then be confident that you 

have made the right decision. 
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1. Gather the RIGHT amount of RELEVENT information 

This initial stage of decision making is where spending a little bit of extra time 

can save you time in the longer run.  

The important factors are making sure the information is relevant to the 

problem and that you don't become overwhelmed by it. 

Take input from any others involved or affected by the decision but don't let 

any strong opinions colour your final judgement.  

Be firm in discarding irrelevant details or unnecessary extras. 

2. Create a list of possible decisions 

It might sound like an unnecessary extra step but creating a list of alternative 

options can help to ensure that you make the best possible decision. 

When you have listed the alternative decisions then you can evaluate each and 

decide how closely it answers the original problem, what consequences it 

might have or how it could be adjusted to give an even better decision. 

Sometimes this sparks a truly innovative or creative idea! 

3. Explore your options 

If you still have several potential options then now is the time to look at each 

individually and check for possible issues. 

This could be things like risks, implications (for you and others), and feasibility.  

You may also need to check if you have the right resources and whether the 

decision will provide a “short term fix” or “long-term solution”.  

Make sure you are only considering facts at this stage and don't allow any 

emotional factors to have any weight or cause you to rush a decision. 

Carefully consider the downsides of an option as well as looking at its positives. 

Creating a list of pros and cons for each might help you to see this more clearly 
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4. Choose the best solution from your list 

Hopefully at this stage there will be one decision which is clearly the best 

option but if not then you need to work through your “possibles” and start 

eliminating. 

A good way to do this is to simply list your remaining options and strike off the 

least favourable one.  

Repeat the process until only one remains. 

Always look at the bigger picture. Some decisions can be looked at in isolation 

but don't forget to look at how a decision may affect other things you are 

working on.  

Sometimes the best decision to a particular problem is not the best decision 

for you or your organisation as a whole. 

5. Do a final evaluation 

When your choice is made then now is a good time to run through your 

thinking on it one last time.  

Look at its implications and ensure that you haven't overlooked any potential 

issues. Remember – it's better to avoid a problem than try to fix it! 

Ask yourself if the decision will bring you closer to achieving a goal, or if it will 

make you happy, or if you will regret not doing it.  

If you are satisfied with the answers to these questions then you have probably 

made the right decision. 

6. Implement your final decision 

If you have carefully gone through this process then you should confidently 

implement the decision you have made. 

Communicate the decision to others affected by it and explain it if necessary to 

ensure they understand the reason for the decision.  

Be open to constructive feedback and make adjustments if necessary but 

reject any unfounded negativity. 
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How to get around the “Roadblocks” 

 

Sometimes, despite everything, it can seem impossible to make a final decision 

between two or more options. Here are a few ideas that I use in these 

scenarios: 

 Look into your crystal ball 

OK, so not literally but metaphorically! 

To do this you need to take each of your alternatives and mentally look at how 

taking this decision will look in the future.  

Consider its impact after a few days, a few weeks, several months, a year and 

even five years.  

Ask how your life, or your organisation will look at each stage if you take this 

decision. 

Repeat for each option and see how it affects your thinking on each. If you can 

“see” what the outcome of your decision will be like, it can help you to 

overcome any fears you may have about taking that decision. 

 Visualise the perfect outcome 

This time rather than consider the individual options you need to think about 

what would be the perfect outcome to a problem you are facing.  

You now have a mindset of the problem being solved! 
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Try working backwards from this point to see which of your options gets you to 

this point in the most effective way. 

 Trust your instincts 

When analysing facts is not enough to make a decision then this is the time to 

listen to what your heart or your instincts are telling you. 

Remember, your instincts are a reflection of your core values.  

Take some time to close your eyes and clear your mind. Think about the 

decision to be made and nothing else.  

Listen to your instincts – whatever they are leaning towards – that's the 

decision. 

 

 

 Don't be afraid of making decisions but always try to be sure that you 

are making informed decisions 

 Not all decisions require you to go through the entire process but use it 

when necessary. 

 Time spent making the right decisions will be time well spent. 

 Time spent fixing the wrong decision is time wasted. 

 Decision making is rarely easy but learning how to make good decisions 

will allow you to save time and make steps towards achieving your goals. 
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Getting Your Ducks In A Row 

It’s Time To Get Organised! 

 

 

One of the things that used to make me want to scream when I worked as a 

manager was the continual state of disorder in my pharmacy. 

In the stock room orders would arrive and be unpacked resulting in stock lying 

everywhere.  

Sometimes it got put away, other times it got left there. Other stock gets set 

on top and suddenly things disappear. 

For every minute spent organising, an hour is earned – Benjamin Franklin 

Organising is what you do before you do something, so that when you do 

it, it is not all mixed up – A.A. Milne 

Early in my career I felt that organisation would destroy my creativity. 

Whereas now, I feel the opposite. Organisation is the concrete that allows 

you to be creative – Verna Gibson 
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Time gets wasted due to extra tidying up or unnecessary searching. 

I also tried to keep my office desk tidy and organised so that I knew where 

documents or files were.  

The problem was, when others see a clear, tidy space they think “Aha! - 

somewhere to dump stuff!”.  

On more than one occasion I returned to my office after a day off or holiday to 

find my desk covered in assorted junk – mail, notes, samples etc. 

Sometimes I simply picked up the bin and swept everything into it! 

Of course this is probably not the best way to deal with clutter but I still felt 

more productive when I had my clear, organised space back. 

Being disorganised is probably one of the biggest drains on your precious time 

and a source of major frustration for many of us.  

Let’s have a look at how you can become more productive by getting properly 

organised. 

 

How to get more productive by Getting Organised 

1. De-Clutter 

Does your workspace look anything like this? 

 



©Life-Methods.com 
 

 81 The Productivity Blueprint 

 

This is a massive topic and I could probably write a fair-sized book on the 

subject.  

The principles apply to all areas of your life from clearing out your garden shed 

to rearranging your filing system but for the purposes of this book we are just 

going to focus on ways that help to improve your productivity. 

Your desk is probably a good place to start. Whether it’s your desk at home or 

work (or both) there is almost certainly more stuff on there than needs to be.  

 

Every unnecessary item on your desk is either a distraction or something that 

you will waste time looking for in future because it’s in the wrong place.  

You have probably heard the expression – a place for everything and 

everything in its place.  

Apply this rule to everything – home, bedroom, office, kitchen and desk – and 

you will be amazed at the time you free up by never having to search. 

Remember also to put things back where they belong when you have finished. 

There is always a temptation to set it on a table and do it later. This is a sure 

fire way to lose things!  

Be ruthless with anything you don't use or rarely use – dump it, give it away or 

put it into storage. 

 Ask yourself questions such as – “when did I last use this?”, or “when will I use 

it again?”, or “will I miss it when it is gone?”, to help you decide. 
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Create a filing system for things you use regularly such as books, documents or 

files. Do it yourself so that you know where everything has been put.  

Try to leave enough space in your filing system for adding things as you go 

along. 

If you are using boxes or storage containers, make sure you label them 

appropriately.  

Don’t label a box as “Miscellaneous” – you will just fill it with rubbish. 

Miscellaneous items go in the bin! 

Make sure items you use regularly are kept close at hand and, where possible, 

near to where they will be used.  

When you have got rid of everything you don’t need, do not start looking for 

things to replace them with. 

Avoid sales, eBay and shopping malls. Make a list of things you NEED when you 

go shopping and stick to it. 

When you have de-cluttered an area it should feel organised, calm, open and 

welcoming.  

It will feel simple and pleasurable to use because you will have space to do 

what needs to be done and you will know where items you might need are 

currently stored. 

2. Using a Planner 

 



©Life-Methods.com 
 

 83 The Productivity Blueprint 

 

A planner can take many forms, from a simple daily calendar, to a smartphone, 

to a computer spreadsheet.  

Your choice will depend on where you are in your business and how many 

things you need to remember on an average day. 

We have talked about creating to-do lists in other chapters and this is simply a 

way of keeping your to-do list close at hand and easy to refer to.  

Remember to update your planner regularly with new tasks and mark off 

things which have been completed. 

Using technology such as smartphones means your planner can be portable as 

well as having the facility to use reminders and alarms. 

I can't emphasise enough how important it is to write things down in some 

format.  

You might think you have a great memory but there is nothing worse than that 

sick feeling of realising that you have forgotten to do something important. 

To-do lists are one of the most important tools in my business but you can use 

them in all areas of your life – grocery shopping, planning a trip or general 

household tasks. 

3. Take Action on your list 

There is absolutely no point in creating a to-do list if you don’t then follow 

through and start taking action.  

This will require some self-discipline but brings its own rewards when you see 

jobs being done and success being achieved. 

Procrastination can set in here so check out the chapter on it in this book to 

help avoid it. 

Tackle the highest priority tasks first as well as those with imminent deadlines. 

Remember this will give you momentum to carry on to other tasks. 

Set a time frame for each task so that you know when it has to be completed 

by. Use the time wisely to ensure that a task is not rushed or half-finished.  
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Look to see if there are a number of similar tasks that can be done at one time. 

Read and reply to all emails in one go. Pay all bills at the same time. Make all 

your phone calls in one session. 

4. Start your day organized 

 

Either spend the first 15 minutes of your day or the last 15 minutes of the 

previous day getting organised.  

Plan what needs to be done that day and prioritise the tasks. 

Create a to-do list for the day or look at your action program to see where you 

are at with particular goals.  

Schedule tasks for specific times during the day. 

Sort out paperwork into 3 sections – To Do, To Read and To File.  

Clear unnecessary items from your desk and create an action area where you 

can start working. 

Communicate with your team so that everyone knows what is to be done that 

day. Use a notice board or bulletin board so save repeating yourself. 

Backup your digital files regularly to avoid loss of precious work. Store 

passwords securely. 

5. Use Automation 

Look to see if any of the tasks you do on a daily basis can be automated 

somehow. 
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Automation is a great way to free up your time by getting common or 

repetitive tasks done automatically.  

It can also reduce the risk of important things being overlooked. 

Look for repetitive tasks such as bill-paying and see if you can set up an auto-

payment process. Talk to your bank for help and advice. 

Use an electronic calendar to remind you of appointments, meetings or other 

important tasks. 

Make backing up your data an automatic process by using something like cloud 

storage. 

Look at everything you do on a regular basis and determine whether it is 

something you personally need to do or could it be automated in some way.  

If you are not technically minded then consider delegating this task or 

outsourcing it to an expert. 

6. Reward yourself 

 

Have a personal rewards system in place to keep you on track.  

This can be simple things like having a coffee after completing a certain 

number of tasks in the morning, or bigger things such as a weekend spa break 

for reaching a particular goal. 
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Knowing that you have something to look forward to will help spur you on to 

achieve things and organise yourself to do it. 

Use tools that you like – e.g. buy a diary that you like or get a really 

comfortable office chair that you enjoy sitting in while working. 

 

 

 Being disorganised will seriously reduce your productivity and leave you 

feeling stressed or under pressure. 

 Start by de-cluttering and then planning how to become better 

organised 

 Keep your work area clear and use a regularly updated to-do list. 

 Automating any repetitive tasks will free up hours of your time. 
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Now What? 

 

Hopefully this is now a redundant question!  

If you have read through the book then you should hopefully be ‘buzzing’ with 

ideas for how to become more productive in your daily work and life. 

However you now need to Take Action! 

If you keep doing what you have always done then you will keep getting the 

results you have always had. 

The world just keeps getting busier and we all have more and more demands 

on our time. 

Learning how to become more productive and get more done in less time has 

been one of the most important skillsets I have ever learned. 

I hope you have enjoyed reading this book but more importantly I hope it helps 

you to become more productive in whatever you do. 

Here’s to your success! 


