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This eBook has been written for information purposes only. Every effort has been made to make this eBook as complete and accurate as possible. However, there may be mistakes in typography or content. Also, this eBook provides information only up to the publishing date. Therefore, this eBook should be used as a guide - not as the ultimate source.

The purpose of this eBook is to educate. The author and the publisher do not warrant that the information contained in this eBook is fully complete and shall not be responsible for any errors or omissions. The author and publisher shall have neither liability nor responsibility to any person or entity with respect to any loss or damage caused or alleged to be caused directly or indirectly by this ebook.

This eBook offers information and is designed for educational purposes only. You should not rely on this information as a substitute for, nor does it replace professional medical advice, diagnosis, or treatment.
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Maintaining your focus in a noisy and distracted world can be tough. There is so much pulling our attention in every direction that it seems almost impossible to focus on the tasks that are truly important. From social media to text messages and calls and even people stopping by to talk, there is always something that can take our attention away from getting work done.

The result is that we feel like we are behind. When we spend most of our day checking notifications on Facebook or responding to unimportant emails, we find that there is very little time left to get projects and other work done. This can leave us feeling overwhelmed and may drive us to overwork ourselves, while feeling like we get nothing done.

This guidebook is here to change all that. The goal is to learn how to focus our attention and manage our time so we no longer have to stay at work late to finish projects or waste time away from our loved ones. Inside, we will learn that we are the ones in control over our time, not the clock, and that we can actually get things done based on a schedule of our own choosing.

As we work through this guidebook, we will learn the importance of setting goals, minimizing distractions, and even taking breaks. When it comes to focusing, we can work with some of the best time management techniques, including the Pomodoro Method and Eat the Frog to help us get more done. Slowly, by implementing some of these tips in one at a time, you can start to turn these ideas into habits and improve your focus when getting work done.

Stop letting this noisy and distracting world get the best of you. Stop being a slave to the clock and feeling like nothing gets done. Take a look through this guidebook and see the exact steps you can use to reclaim your time and your focus!
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​Chapter 1: The Psychology of Staying Focused
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When we think about how many things are vying for our attention right now, the list seems endless. From a long to-do list to our phones, emails, family members and more, it seems almost impossible to keep up. While modern technology is amazing and has helped improve our world so much, there is the side effect of always getting our attention.

Think about your phone. It is common to see one notification after another popping up and distracting us from the things that we need to get done. All of a sudden we have wasted an hour and have a ton of work left to do. This continues to happen throughout the day and makes it impossible to get ahead.

You are not alone in this problem. The average office worker will find a distraction every three minutes. Research from the Human-Computer Interaction Institute at Carnegie Mellon University says that it can take almost 25 minutes to get back on task after a distraction. Basically, it is easy to lose focus and hard to get it back. We may not have a problem with too much work, but rather a problem with too many distractions.
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​How the Brain Chooses What to Focus On
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During the day, your brain is always on and trying to gather and take in important information. This means that it has to sort through the noise and decide what it wants to focus on. 

This is called selective attention and there are two main forms that come with it:

Top-Down

This is also known as voluntary focus and it is one of the best types. With this focus, you pay attention to your goals. You look at the bigger picture and come up with a plan that helps you get there. You know that your phone and emails keep you from reaching these goals so you ignore them. You get stuff done on time, if not ahead of time.

Bottom-Up

This is more of a stimulus-driven focus. When a thought starts to creep up to you or a notification shows up on the phone and you get distracted, this is a sign that you work with bottom-up focus. You have to pay attention to what is going on around you, rather than the thing that deserves the most attention for you.
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​What’s the Problem Here?
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The ultimate goal is to become a top-down thinker. This allows us to focus on what is important and avoid all the rest. Unfortunately, because of our natural instincts, we are often bottom-up focusers instead. Willpower and focus are finite resources, which means that the more you are distracted, the harder it is to get back on track. And since we are bottom-up focusers, every little thing is enough to distract us from our goals.

Since most of us can be easily distracted by little things like emails and notifications on our phones, we need to prepare for this. We need to be aware of it and limit the amount of distractions that we have during the day. Turning your phone off and staying away from social media, for example, can help keep the distractions down so your brain will not even realize they are there and you can focus on your work.

There is just too much that is adding to our focus problem and trying to draw our attention away from what is important. Those notifications, those emails, and those little things have a way of drawing us in, even if they are not that important at all. We think we just give them a few moments of our attention, but it does not take long for them to take over and then we get nothing done during the day.
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​Notifications are Just as Distracting as Phone Calls
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In the past, we would not know anyone was trying to contact us on our phones unless it rang. This was less frequent because most people had to have something important to talk about before they would go through the effort because it took some time for a phone conversation. Today, our phones often do not ring as much. But we may hear a single beep or a vibration for a text or a Facebook message. And since these take just a few moments, we may get a lot of them during the day.

A study from three researchers at Florida State University suggest that getting one of these notifications, no matter how small they may be, could distract us as much as responding to a text message or a phone call, even if we do not respond to it.

During this study, there were about 150 students who had to complete a test of sustained attentional performance. During this test, the subjects are given a series of single digits on a screen and a new digit will show up every second.

During this, the students are meant to tap on the keyboard each time the digit changes, unless the new digit is a 3. Each person did the test two times. The first time they did it without their devices there to interrupt them. The second time, they could have their phone and assistants to the test would text or place phone calls to these phones.

Through this, researchers found that the performance for that assessment suffered if the student received audible notification on their phone of any kind. Each type of phone distraction, whether it was a phone call or a text, was destructive to how well they did. It didn’t seem to matter if the student didn’t answer the phone or ignored the text. If they got the notification, they still knew they had that notification and their performance suffered.

This is telling to our focus and it is an example of how bottom-up thinking works. Something as small as a text notification is enough to send our focus out the window and can make our performance suffer. Recognizing this and finding methods to limit the impact it has on our work can be critical if you want to improve how well you do at work.
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​Chapter 2: Find Your Willpower
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Even if you get easily distracted and you have bottom-up focus, there are steps that you can take to limit the effect of this. If you are tired of having your time eaten up by looking on social media or checking your phone each time it dings, and you do not want to work overtime in order to get the work done, then there are steps that you can take. This will not always be easy, but finding your willpower and what motivates you can make a difference.

Before we dive into some of the specifics on how to manage your focus, we need to look at how to find your willpower.

Understanding the Pareto Principle, and learning how to set clear goals for yourself can help make this happen.
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