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​Introduction

I want to thank you and congratulate you for downloading the book, “Be More Productive!”

This book contains proven steps and strategies on how to become more productive and to efficiently manage your time. Being productive has long been a skill that people yearn to master over the years. By being more productive mean that you are efficient in doing more task and yet exerting the less effort in a short amount of time. And this book aims to teach you strategies and techniques on how to fully grasp the concept of Productivity.

Chapter 1 opens up on the factors that hinder productivity in people and breaking it down to make you fully understand the reason that is hindering you to be fully productive.

Chapter 2 then emphasizes on the importance of time, and the benefits of an effective time management. Time Management and knowing the importance of time is the key to being more productive.

Chapter 3 gives out tips and methods to fully improve your productivity. By following these tips, you will be sure that it will greatly help you to increase your efficiency in your day-to-day tasks.

Chapter 4 tackles on the temptations that may distract you and prevent you on being efficient. Take note of these temptations and be sure to avoid them!

And lastly, Chapter 5 then lists down the tools that you can use to be more fully productive. We provided examples that you can use to help you create your own.

Thanks again for downloading this book, I hope you enjoy it!

​Chapter 1 – Factors that Hinders Productivity

Before we get started on discussing on the tips to get you more productivity, let us find out first the factor that hinders the productivity of a person.

So what are the usual culprits that hinder productivity? In most cases, people’s attitudes and actions are the determining factor that affects the performance and productivity. That in turn dictates success or failure.

How people interact with each other and the systems that govern the place could get the job done.

​What Hinders Productivity for Employees

Have you ever spend hours in your work end and never seem to get anything done?

Some may think that productivity can be attained by just working hard and practicing discipline, but that is not the case at all times. If you are having a great deal of difficulty of getting your work done, then these factors are most likely the culprit:

​Not Setting Any Goals

If you have not set your goals, you will not have any personal vision of what they aim their life to be. While having no personal vision may mean a life without stress, but in reality it creates a syndrome called “floater syndrome”. Floater Syndrme is a type of syndrome wherein people who have it may spend their days ‘floating‘ form one thing to the other, may be subjected to other‘s demands and whims, and may have no higher purpose to work towards to. Days may pass without anything done, no goals to achieve and may end up in their 40s, 50s or 60s without anything achieved, and they will be left wondering what did they do with all the years passed.

​Not Having The Right Goals

Just setting any goals is not enough to be productive but you have to aim for the right goals. Setting a wrong goal may lead you towards the road to failure. It is a common mistake that most of us commit. We may have goals that do not inspire us enough, goals that are too small, goals that are too vague to comprehend, and goals that we have not set a deadline to meet. Our goals directly affects our actions in which in turn makes a huge impact to the results. When you set a wrong goal, it may result to having little or no result. Hence, it may create a deadlock for you to handle.
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