
		
			
				[image: ]
			

		

		
			
			

		

		
			
				[image: ]
			

		

		
			
			

		

		
			
				[image: ]
			

		

		
			
			

		

		
			
			

		


		
			Little effort, big rewards

			
					Problem: how can we work quicker and more efficiently to free up time and energy to spend on other projects? 

					Uses: today more than ever, we never seem to have enough time. There is no doubt about it: learning to increase your productivity by accomplishing more without tiring yourself out is the best way to simplify your life and increase your wellbeing. 

					Professional uses: time management, project management, work organisation.

					FAQs:	Is the principle of least effort a recognised theory? 

	How can I establish an effective, motivating list of tasks? 

	How can I stay productive when faced with constant obstacles (unforeseen problems, interruptions, etc.)?

	How can I focus on results? 

	Are naps recommended to increase your concentration and productivity?“I choose a lazy person to do a hard job because a lazy person will find an easy way to do it.” (Bill Gates)





			

			At work, deadlines and responsibilities involve pressure that is not always easy to put up with. This can seriously damage our wellbeing by pushing us to work more – an ineffective solution which often leads to stress-related health problems. Another, much more viable possibility is increasing your energy and productivity to accomplish more in less time. 

			Working better without working harder is not anything new. Becoming an “intelligent lazy person” is a case of knowing where to invest your efforts, gather your energy and carry out a task effectively. It means choosing simplicity to avoid overwork, and to accomplish your tasks without wearing yourself out professionally. 

			Doing more with less effort allows you to significantly influence your success and wellbeing. 

		


		
			The intelligent lazy person: the basics

			An integrated system: managing your tasks and diary with the Bullet Journal

			You probably already know this, but it is difficult, or nigh on impossible, to make progress without an organisation system which integrates the different aspects of your life (work, home, family, long-term projects, and so on). If you do not already have one, this is the first concrete step towards greater productivity. 

			Have you already heard about the Bullet Journal? This is a concept which is extremely simple both in essence and in practice, allowing you to quickly note everything that you have in your head while developing a clear, time-structured overview of all your projects, tasks, events, and more. It is based on several basic principles:

			
					numbered, indexed pages, 

					a subject for each page, 

					chronological, thematic monitoring.

			

			To start with, all you need is a notebook with numbered pages (which you can even make yourself) and something to write with. Next, you just need to incorporate the tools of the method: the symbols, the index, the diary and the collections. 

			The symbols

			Begin by deciding on a few basic visual symbols that will help to you to get into the swing of things and sort all the information that you will note in your journal. There are two kinds: the “keys”, which will differentiate between tasks, events and simple notes, and the “meanings”, which will help you to define the keys better, if necessary, by adding a second symbol. 

			For example, for the keys you can use:

			
					a simple bullet point for the tasks, 

					an “o” for events,

					a dash for notes.

			

			For example, for the meanings you can use:

			
					an asterisk for the most important tasks,

					an exclamation mark for ideas, inspirations, quotes, and so on, 

					a little triangle for things to do at home,

					a “w” for tasks to do be done at the office (or during the day, including personal things such as calling the doctor during your lunch break).

			

			
				
					A FEW TIPS

					Keep it simple and practical: decide on a limited number of keys and meanings, so you can take notes faster and not overwhelm yourself. Moreover, do not hesitate to make yourself a legend at the beginning of the notebook, in case you forget what a certain symbol means. 

				

			

			The index

			Leave the first three or four pages of your notebook blank for an index. This can be filled out as you go along, allowing you to easily navigate through your notes. In this way, each time that you create a new entry in your notebook, you can index it in order to find it more easily later on. 

			For example, after you make a new page for the tasks to accomplish during the week to come, entitled “Week from 31/10 to 06/11”, go back to the index page and write it down with the corresponding page number. 

			The diary – your annual, monthly and daily schedule

			After the first few blank pages for the index, divide the next four pages with three horizontal lines in order to get twelve rectangles, one for each month of the coming year: this will be your annual schedule. It will help you not only to take note of events or meetings planned long in advance, but also to write down long-term tasks without necessarily giving them a precise deadline. If you want, you can obviously make an extra schedule for the following year. Do not forget to write down the page numbers in your index!
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			Next, make your monthly schedule. The best way to do this is to write dates and days on the left-hand page, so you can note meetings and events, and the tasks to accomplish during this period on the page on the right. 
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			You can also decide to work in a more visual – but slower – way, like for the annual schedule, by drawing a squared calendar over the two pages. If you decide on this template, leave a little margin to list the tasks to be carried out over the month. Make a note of your monthly schedule in the index. 
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			Now, it is time for the daily planner. Simply write down the date and the day of the week at the top of the page and then, using your predefined symbols, begin to note down events, tasks and others, in the order that they come to you. At the end of the day, sort out what you have written: completed tasks should be marked with an “x”; tasks left for another day should be marked with a “>” and moved to the suitable place (your annual or monthly schedule, or to the next day); obsolete tasks should be scored out; thoughts to keep in mind should be marked in the suitable collection, and so on. Indicate tomorrow’s day and date and continue. Once again, do not forget to index your new pages. 

			At the end of the month, establish your monthly planning for the following month in order to start your daily schedule, and continue in this manner. 

			The collections

			As you write your diary to manage your meetings and tasks, you should also think about creating “collection” pages which will allow you to put everything relating to a specific project or a particularly interesting theme in the one place. Do you want to keep a note of all of the books that you are going to read this year? Are you organising an event and need to keep track of all your ideas to make it an unforgettable occasion? Do you want to know how much you are spending? Well, all you have to do is add a page to your Bullet Journal, indexed, of course. And your journal is now even a management tool!

			The Bullet Journal method is not exactly revolutionary – after all, all it does is combine the classic diary with a notebook – but it gives you a solution to your organisation problems which is unique, simple, efficient, portable, cheap, and extremely adaptable, without being dependent on electricity or the Internet. Who knows, this might be just the thing you have been looking for. To find out more, go to http://bulletjournal.com/.

			Towards the economy of effort

			You now have a method which will allow you to organise your tasks, meetings and thoughts in one place, whether this is in your Bullet Journal or in another system which suits you more. And now, how can you carry out these tasks with less effort? 

			When Vedic teaching talks about success…

			Vedic tradition (linked with the Vedas, some of the fundamental texts of Hindu teachings) recognises the principle of the economy of effort, claiming that when we act as one with our nature, and with love, we do not spend any energy. We are therefore capable of doing far more, without risking burnout. This principle rests on three components: acceptance, responsibility and letting go. 

			Begin by accepting, every day, events as they appear to you and people as they are. Stop protesting against that unfair situation or that stubborn boss: everything is the way it is supposed to be, and you should act accordingly, without wasting your time rebelling against the ways things are. 

			Of course, that does not mean that you have to agree with everything, but you should be aware of your options and realise that, as soon as you have no more control over events or the people around you, it is useless to get worked up. The reality is how it is; you might as well accept it fully. 

			Faced with this reality, take responsibility for your feelings. If certain events frustrate you or make you angry, it is not because the events themselves are unpleasant – they simply exist, without any inherent positive or negative value – but because your outlook on circumstances is still biased; you have not accepted the situation as something beyond your control. Focusing on what you actually feel instead of the situation will allow you to find a solution. It is you who is angry, and only you who has the power to change this: you can – in fact, you owe it to yourself to – change your vision of things and act in order to turn the situation to your advantage. You can actually learn something from it, instead of just throwing yourself into an exhausting, and possibly pointless, fight to defend yourself or strike back. 

			Again, the idea is not to suffer events or others’ mood swings – that would be showing weakness, not responsibility – but to say to yourself, for example: “I’ve made the choice to be where I am, and I accept the fact that my boss is the way they are. Their stubbornness may really irritate me, but that’s only how I feel and I have to take responsibility for that. I’m not going to waste my energy thinking about all of their faults, I’d be better off trying to understand what I can get out of this difficult relationship to move ahead.” And if it suddenly seems impossible to keep this up because of the negative emotions that it stirs up, be aware that this choice depends on you and take appropriate action: suggest a meeting to your boss to objectively lay out your point of view; give them a completely different approach; ask someone to mediate; quit; and so on. 

			Therefore, if you feel capable of accepting reality and taking your subsequent responsibilities and feelings into account, you will be able to let go and go with the flow. In conflictual situations, give up trying to put your point of view across at all costs, at least when it is not absolutely necessary for your motivation and self-esteem. You will therefore pay more attention to your needs and to what events and others can teach you, without wasting energy trying to defend your vision of things. 

			This energy can be better spent, for example, by looking for creative solutions to your problems. Indeed, if you think in this way, you will probably find similar paths that go round what you thought were obstacles. And you will be all the better for it! It is useless and counterproductive to complicate life. You have a responsibility to make the most of what you find easy and natural – which may not be for other people – in order to develop your talents. By letting go, you will be able to act spontaneously, as suits your personality, and become self-fulfilled with next to no effort. You will accomplish more doing things that you find easy. 

			Of course, that does not mean that you will no longer need to work to get what you want, but that you should follow the path that seems the simplest and most natural to you, in order to have more energy, more motivation and more creativity to overcome your daily worries, which should consequently be solved more quickly. 

			Be aware that even with even with all the creativity, energy and motivation in the world, certain unavoidable tasks will continue to be a burden on you. There are numerous concepts which can help you to carry out these chores as painlessly as possible, as they will allow you to increase your efficiency and therefore save a considerable amount of superfluous effort. 

			Build habits

			Once you have assimilated that everything natural is easy, the second thing that you need to understand in your search to save effort is that everything that is habitual also requires less energy. This realisation will lead to two extremely beneficial conclusions. 

			
					You can carry out certain repetitive tasks faster by turning them into habits. To do so, you just need to always do them at the same time in the same place. For example, get into the habit of checking your emails four times a day, at strategic moments, like just after your morning coffee break, just before and after your lunch break, and at the end of the afternoon. If you tend to regularly receive the same kind of emails, create a folder with semi-automatic answers that you can simply copy and paste. Every day, stop working for ten minutes before leaving the office to tidy your desk and put away your folders. And so on. 

					You can make more regular progress in your important projects by putting into place a morning or evening routine – depending on when you concentrate best – to fully dedicate to them. The idea is to slowly create a little ritual at a certain time of the day (most people are at their most productive in the morning) by building up the little gestures that will become automatic over time. How can you do this? Depending on the objective that you want to reach, imagine a little action which, if repeated every day, will have an impact on your results. For example, if you want to improve your Spanish or French, spend the first 15 minutes of your working day watching a short video in your target language and studying the vocabulary related to it. Once you have established this routine (give it a few weeks), tell yourself that, from now on, you will finish your lesson with a black coffee, with no sugar. Then that the next half hour will be dedicated to making progress on an important task linked to a long-term undertaking. And so on. 

			

			
				
					DID YOU KNOW?

					In a day’s work:

					
							the majority of your time (60%) is dedicated to the proactive part of your job (working on ongoing projects or other activities which are developing in your company);

							25% of your schedule is taken up by organising meetings and handling calls and files; 

							the final 15% goes to routine tasks. 

					

				

			

			Therefore, bit by bit, without making any particular effort on your part, these heavy files lying around on your desk will finally have the place that they deserve in your schedule. You will no longer dread them or leave them to the last minute. On the one hand, you will have improved your schedule by making certain repetitive tasks automatic, and on the other hand you will have advanced each day on important projects, almost without realising it. 

			Define your priorities with the Pareto principle

			Another well-known theory which could save you a lot of unnecessary – or not very meaningful – work is the Pareto principle, according to which you should look at most of your life based on an 80/20 ratio. “80% of the effects come from 20% of the causes”: this means, for example, that 20% of clients bring in 80% of a business’s profits, or that 20% of your work leads to 80% of your results. In more concrete terms, all you have to do is concentrate your efforts on this 20% of important tasks, the ones which are directly related to your objective, and you will maximise your success. 

			In order to locate these priority tasks, use the Eisenhower Matrix

			
			
			Structure your work and time with the Pomodoro method

			
			
			
			
			
				
					
					
				

			

			
			
			
			
				
					
					
							Increased concentration. 

							A significant time gain through the motivating pace that the method allows you to maintain.

							A precise idea of the time spent on each task, which is always useful to justify your use of time. 

							A better estimation of the time you will need in the future to accomplish each task. 

					

				

			

			Learn how to manage your stress

			
			
			
					Try to act positively in all aspects of your life. This can be as simple as finding a bit of humour in a difficult situation. If, for example, you really feel overwhelmed by an excessive workload, the positive approach to this is to break the project down into different elements that will be easier to manage. 

					When you feel targeted by your colleague or superior, do not act rashly. Catch yourself if you feel the need to run or fight: these are impulsive, negative reactions that you have to overcome. Take a deep breath, acknowledge what you are being blamed for and, if possible, ask for some time to mull over the matter carefully. This will not only help you to calm down and respond like an adult, but it will also stop you from saying something that you might later regret. 

					If you are in conflict with a colleague, ask yourself what you can do to resolve it. Fundamentally, the key is to adopt an approach to resolve your conflicts: listen to what the other person has to say first, and then give your own opinion. Be impartial and negotiate a solution that will be in the interests of all involved. When the conflict is resolved effectively, the members of the team will develop a stronger mutual respect and renewed faith in their ability to work together. 

					When faced with a difficult situation which you cannot see a solution to, do not panic and try to open yourself to other options. In order to do this, here are three rules which will allow you to transform your stress into positive energy: accept the unchangeable, change what can be changed (everything that depends on you, like the way you normally react to what others say or do) and look at things in a different way (tackle stressful situations with a positive attitude). To help you to do so, ask yourself three questions: what worked in the past in a similar situation? What would a person that I admire do in this situation? What would an objective bystander, who is not involved in the problem, do in this situation? It might also be useful to look for support in the workplace (a superior, the HR manager, a union head, an employee handbook, and so on). Do not be afraid to speak to your superior or your colleagues about your stress. It is not a sign of weakness. If your wellbeing encourages others in the workplace, your colleagues will take the problem seriously. 

			

			
			
				
					
					
					
							weakening of the immune system,

							high blood pressure,

							ulcers and acid reflux,

							palpitations, 

							panic attacks, 

							cardiovascular problems, 

							insomnia, 

							chronic fatigue syndrome, 

							breathing problems, 

							skin infections.
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