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      If you’re interested in productivity, you’re no doubt looking for ways to work smarter so that you’ll get more done. In fact, you’re probably looking for apps to help you get things done faster and with less effort. After all, you live in a digital world that promises streamlining and efficiency.

      Surprisingly, or not so surprisingly for those of us who have been around for a while, there are steps you can take to work smarter that don’t involve apps at all. Some of the most effective ways of increasing your productivity are simple things like getting more sleep, drinking less booze, changing your diet and doing some exercise. They don’t cost much but they do require something that all productive people know about: self-discipline.

      Self-discipline allows you to move from dreaming through planning to action and to persevere until you reach your goal. It’s a choice to act. It’s not restricted to champions. You choose to be self-disciplined – it doesn’t happen any other way.

      I have nothing against productivity apps and use several myself but this is not a book about apps. This is a book about developing a productive mindset that you can apply to all areas of your life, not just during the hours you spend at work. In addition to self-discipline, a productive mindset requires self-awareness, that is, being aware of how your own behaviours and attitudes impact on your performance and the performance of others.

      The strategy for developing a productive mindset offered in these pages involves an examination of eight areas that influence productivity, an analysis of your current position, and the construction of action plans to help you refocus your efforts and be more productive.

      If you’re not interested in applying a little self-honesty to an examination of your current behaviours and attitudes or in making a commitment to yourself to become more productive, put this book back on the shelf - there are no magic tricks inside.

      On the other hand, if you are ready to develop a more productive mindset and to apply it to everything you do, then turn the page and join me for a journey through your attitudes and behaviours that will set you on a path to doing more with your life.

    

  


  
    
      
        
          
          

          
            How to use this book

          

        

      

    

    
      The structure of this book provides a focus on each of eight areas that influence productivity:

      
        	Lifestyle

        	Attitude

        	Work Environment

        	Habits

        	Tools

        	Skills

        	Knowledge

        	Community

      

      In each focus area, you’ll be guided through a self-analysis exercise and then asked to construct an action plan based on the findings of your self-analysis.

      The end result of completing the exercises will be a reframing of your understanding of how your behaviours and attitudes impact on your productivity. It’s that reframing which will help you develop a more productive mindset.

      I suggest you read through the book before starting on the self-analysis exercises, and then come back and work on the areas that appeal to you the most. This is not something you should expect to complete over a weekend. This work takes time and will be ongoing.

      The focus area you choose to start with is up to you, but I recommend you consider starting with lifestyle.
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      Productivity

      Productivity in the workplace is a measure of your effectiveness - with a focus on both the quality and quantity of the work you do.

      Your personal productivity is influenced by a range of factors:

      
        	Lifestyle

        	Attitude

        	Work Environment

        	Habits

        	Tools

        	Skills

        	Knowledge

        	Community

      

      Lifestyle

      Lifestyle is about how you live your life. Your lifestyle choices may be affecting your productivity in the workplace. The secret is becoming aware of how what you're doing when you're not at work is influencing your performance at work.

      Attitude

      Attitude or mindset is about how you approach things mentally. If you hate your job, you’re going to find it difficult to be more productive. If you’re set in your ways and not open to change, you’re going to struggle with doing things differently, which is often a key ingredient for increasing productivity.

      Work Environment

      If you work in an environment that does not encourage change or innovation, you’re likely to meet resistance whenever you try something different. Sometimes you have to take a risk and lead from where you are, even if you aren’t in charge. And, more importantly, when you are.

      Habits

      Your daily habits either facilitate or impede your productivity. You need to bring your habits into awareness and assess their value. Some of them may have to go. You may need to develop some new ones.

      Tools

      Tools are the things you use to help you do your job. Your level of mastery of the tools available to you and the nature of those tools affect your productivity.

      Skills

      Every job requires a particular set of skills. Not having the proper skills or not keeping up with changes as your job evolves hinders your productivity. Skills are like tools in that your level of mastery influences your productivity, and mastery requires an ongoing commitment to your own education.

      Knowledge

      What you know about your job or your role in the workplace, and, just as importantly, what you don’t know about it affect your productivity. You have some level of workplace knowledge but unless you bring it into awareness you can’t use it constructively.

      Community

      We are all surrounded by people, and the people around you influence your productivity to the extent that they support you or not. In some cases, your measured productivity depends upon the actions of others, where your challenge is to lead them to the level of performance you want to achieve.

      
        
        If you want to increase your productivity, you need to address each of these factors.
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      Before we examine the factors that influence your productivity in detail, let’s take a moment to think about what it means to be productive in the workplace.

      Being productive is more than just being busy. You’ve no doubt had days when you were busy all day but, at the end of the day, felt as if you hadn’t actually achieved anything. I know I have.

      Work is something we do with intent. It has a purpose. It’s not just a way of passing the time. You generally don’t get paid for that.

      Being productive at work or in your own business is about getting things done that you want to get done for a specific reason, and I don’t mean so you’ll get paid. That’s a by-product of being productive.

      Contrary to what many people think, business is about service. It’s about producing goods and providing services that others need or want. If you’re being productive, then what you are doing is contributing to either the production or delivery of those goods and services. When you’re not being productive, then, basically, you’re not contributing.

      If you’re reading this, it’s probably safe to assume that you’re interested in contributing by being productive in your chosen field and that you want to be as productive as possible. After all, we live in a society that rewards people for being productive, and there’s nothing wrong with being paid for making a contribution.

      As I mentioned in the overview, there are a lot of factors that can either help or hinder your efforts to be productive. There are three other things, though, what we might call the three secret ingredients, that are more important than all of those factors: awareness, purpose, and action.
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      Awareness

      You can’t do anything about things of which you are not aware. You can probably recall a time when someone at school stuck a sign on another student’s back as an April Fool’s joke. It was a laugh for everyone - except for the poor person totally unaware of the sign. You don’t want to be that person in the workplace.

      The focus of this book is on helping you bring things into awareness so you can (1) assess their impact on your productivity, and (2) do something about them.

      Purpose

      It’s important to be aware of the purpose of your work, as it's less likely that you'll be productive when you don't know what you're working to achieve.

      Take some time to identify the purpose of your work. This might take a moment or it may require a little research. You may need to review your vision statement or think about articulating one for your business, or you may need to read your duty statement or job description.

      I’ll come back to purpose in the chapters on attitude and knowledge but I suggest you stop and answer the appropriate question below before reading the next chapter.

      
        	If you’re an employee - what is it that you’re being paid to do each day?

        	If you’re self-employed - why do you get up and go to work every day?

      

      Action

      There is no point in knowing all there is to know about being productive if you don’t take action, and not just any action. If you want to be productive you need to take action aligned with your purpose.
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