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Introduction
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We’ve all been there. You feel like you have a pretty good idea of everything that you need to get done in your week, but when you get to the end of it, you’re still drowning in tasks. And then the tidal wave begins. While you’re trying to get everything from the previous week finished, more and more tasks keep piling on until everything is just too overwhelming to be dealt with. And that’s just how life is. Right? Wrong.

It may seem like some people are just born time wizards and that they will always have more time than you, but productivity is a skill that you can learn and hone so that you are able to harness the full potential of your day, every day. In this book, we are going to be learning some realistic and achievable strategies to become a more productive person.

If you met me now, you would probably put me in the time wizard category, but I haven’t always been this way. I am somebody who struggled with deadlines and letting work take over personal time all of my life until I took an interest in productivity. About five years ago, I decided that enough was enough. I was going to take control of my time and my life. I started by immersing myself in all of the books and sessions that I could get access to, and I began to realize that most of these productivity experts were really talking about the same things and putting them in different packages. After I dealt with my own productivity issues over the next 12 months, I felt a strong need to begin sharing my new knowledge with the world. I started running my own sessions, and now it’s come time to put all of my advice together in a book.

I am now the sort of person that sits down every night and plans their next day. I am a more confident and reliable person in my workplace, and a much more available friend, partner, and son. if you have identified yourself as having a problem with productivity, I can help take you through the steps that helped me to get out of the cycle of overdue reports and canceled dinner plans and into your new life.

At the end of the day, being a productive person isn’t a very difficult thing to do. It is all about doing the right things at the right time. A large part of this is hearing the right advice at the right point on your journey, and that’s how this book has been designed.

If you stick to the tasks in this book, you are going to start being a master of your own time. Don’t spend another few months in chaos. Start down the road with me now and learn what it’s like to have a more balanced life.
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Can Productivity Be Learned?
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The fact that you have sought out this book means that you have already started on the journey to greater productivity. Common problems with people who are struggling in this area are that they claim they are fine (even to themselves) or feel like they will be alright once they get X done. The issue is that when you have reduced productivity, things keep banking up. You are just not in the right state of mind to complete the amount of work that you used to be capable of. Luckily, this can be fixed with new routines and changes in perspective.

One of the most important things to understand from the start is that there is no way to have more time magically [1, 2]. This may seem like a simple enough idea, but when you get thinking about your envy of other people who get a lot done, you will likely say, “I don’t know where they find the time.” The issue is not with finding more time; it is how much you are fitting into the time that you have [1, 2]. The right changes to your daily life will not unlock extra hours, but they will make you much more efficient in your tasks, enabling you to achieve more in your life.

A lot of things that you read in this book will seem like common sense or things that you already know. The truth is, you probably already have a sense of the sorts of things that will make you a more productive person, but you might be too overwhelmed by your current predicament or have no idea where to start [3]. To draw an analogy with weight loss, we all know the basic principles of how to lose weight but often find the journey itself difficult and defeating. Even if we feel like we already know something, sometimes what we need is to have that idea put in the forefront of our minds at the right time in life. This is a lesson we will see again and again in this book, as engaging with the right things at the right time is one of the key concepts of becoming a more productive person [4].

The best part about working on your productivity is that once you start altering your routines and ways that you think about your tasks, you will find each step of the journey easier. In becoming a more organized person who can use their time in effective and efficient ways, you will lower your stress levels and be able to utilize the hours in your day better so that you can spend more of them on friends, family, hobbies, and yourself [1, 5]. What’s more, becoming a productivity aficionado means that you will be able to feel more grounded in the work that you are doing and feel like you are more in control of your studies or career. This will give you confidence and assertiveness that will help you to have healthy work and personal relationships as well as allowing you to own your time and progress [5, 6].

You might even find after a few months that you become the sort of magician that appears to others to have more hours in the day than they do. And if people come to you for advice, you will be able to help spread the gift of productivity and life satisfaction in your work, family, and friendship circles.
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Before You Begin
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Before we begin working on your perspectives and routines, we need to establish a baseline. Everybody has a different idea of what it means to be productive and wants to get different things out of it. There might be some excellent tricks to being more productive, but it doesn’t mean that you are going to be able to do a million things all of the time. In fact, it works in quite the opposite manner. Let’s begin shaping what you want to get out of this experience.

I suggest that you get yourself a journal so that you can keep all of your activity responses in one place. While we will sometimes be doing these activities on the computer, it is best to print these activities out and paste them into your book so that you can have these results physically around you. You will also be using this book for daily planning sessions, so make sure you get something that is easy to take around.
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What Does ‘Productive’ Mean To You?
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For your first task, we are going to pin down exactly what you think being productive means. For each of the tasks that you do in your journal, write the date so that you will be able to track your progress. It is important to write out these activities (and not just think about them) as this brings the thought out into the tangible world and makes it something that we can accurately refer back to later on. After you have defined your idea of productivity, we will be able to assess whether this is something achievable or whether you would need superhuman powers in order to be able to do this.

Before you consider your definition, remember that productivity isn’t some sort of wizardry that gives you access to more time—it is something that allows you to be more efficient and effective with the time that you already have. In his text Essential Time Management: How to Become More Productive and Effective, Brett Hilder covers some common myths about time management:

	Different people have varying amounts of time in their day

	You are able to “make time” for things (increase the time you have)

	Time moves at different rates

	We can save time

	We are often in a situation where we don’t have enough time


When we think logically about each of these myths, we know that they are ridiculous. However, it has become part of our language to use phrases like ‘making’ and ‘saving’ time. When we hear this often enough, we start to think of time as a more tangible resource than it is: something that has unequal distribution and can be stockpiled [1]. It is also very likely that (unless you have an unreasonably cruel boss or lecturer), you really do have enough time to get your tasks finished. The issues lie in your productivity.

Task 1. In your journal, write down what you think productivity is and what it will be able to do for you.

Now that you have taken the time to think about and write down your definition, consider whether you think this is something realistic that you can actually do or if it is an unreasonable ‘catch-all’ for things that feel wrong in your life. If it doesn’t seem right yet, try getting more specific with your definition. Here are some examples:

If I improve my productivity, it will make everything in my life smoother. This is asking a lot of yourself, and it is something that will be very difficult to measure.

I want to improve my productivity so that I am getting my work done in a timely manner and have more time for my family. This is more specific and easier to measure.
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What Habits Would You Like To Develop?
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Productivity isn’t about becoming excellent at multitasking or taking on a plethora of new activities. It is about narrowing and streamlining what we are doing so that we are more capable of getting through tasks on a day-to-day basis [2, 7, 8]. Since this is the case, it is necessary to have some specific goals for the aspects of your life that you would like to become more productive in. After we ascertain this, we will be able to start making a plan for the new habits that you want to establish that will put you on the path to realizing these goals.

For the next task, you are going to think of up to three goals per category that you would like to be more productive in. Our categories are going to be work, health, socializing, and personal development. Just as it was with our first task, it is important to actually write these things down in your journal and to make them as specific as possible. Where you can, include quantitative restrictions (time/amounts).

	Work: 	Sort and respond to my emails every day

	Not have to extend deadlines

	Be more confident and reliable









	Health: 	Plan my meals so that I cook at least three times a week

	Walk for 30 min/day

	Make a plan for my mental health









	Socializing: 	Have three hours a night to spend with my partner

	See my close friends at least once a month

	See my parents once a week









	Personal development: 	Meditate for 30 min/day

	Read for 30 min/day

	Take up a new hobby




Task 2. Like the example above, write down up to three areas that you would like to be more productive in for each category: work, health, socializing, and personal development. Put at least one point for each category. Number your entries so that you can refer to them.

Now that you have thought about the specific parts of your life that you would like to be more productive in, we can tailor theories around productivity to your
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