4 Steps to Improved
Productivity
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The purpose of this guide is to help entrepreneurs (and anyone, really)
take control of their schedules, tame procrastination, get more done,
and feel less overwhelmed by all of the stuff on their to-do lists.

This is especially important for entrepreneurs because so many of us
started our businesses so that we could be in control of our schedules,
yet we somehow still feel like we’re always out of control – rushing
around to get an ever-expanding number of things accomplished with
an ever-shortening timeline within which to do it.
We’ve all been there! Hopefully, this quick little guide will help you get
to a place where you feel organized, in control, and incredibly
productive.

Good luck!!
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Step 1:

Destroy the “not enough time in the day” mindset

The first step to getting more done is to commit to doing less. Yes, that
may sound like a contradiction; no, it is not actually a contradiction.
One of the reasons that so many of us fail to be productive is that we
allow ourselves to feel overwhelmed by the number of items on our todo lists. We feel like there simply “aren’t enough hours in the day” and
so we feel stress instead of focus, which is terrible for productivity.
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Step 1:

Destroy the “not enough time in the day” mindset

To combat this, you have to accept the idea that your problem is not
that you don’t have enough time to get things done, it’s that you’re
unwilling to admit to yourself or to others what is actually important
to you and what is not.
The statement, “I just don’t have time to do xyz,” really means “xyx is
less important to me than the abc I’ll to spend my time on instead.”
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Step 1:

Destroy the “not enough time in the day” mindset

To be clear, there is absolutely nothing wrong with you prioritizing
some things over others. That’s the key to being productive: focusing
your time and energy on the most important things so you can get
them done quickly.
That means that the way you accomplish Step 1 and destroy the “not
enough time in the day” mindset is by honestly assessing and
accepting where you want to spend your time.
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Step 1:

Destroy the “not enough time in the day” mindset

One tactic you can use to help you prioritize is the urgent/important
framework. The basic concept is that you should categorize everything
on your to-do list based on whether or not it’s important and whether
or not it’s urgent. Items that are urgent and important go to the top of
the to-do list while items that are neither urgent nor important
should be delegated to someone else or completely eliminated. If
you’re honest as you go through this process, just dumping those
unimportant, non-urgent items will already start to help.
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Step 1:

Destroy the “not enough time in the day” mindset

As for those items that are either urgent or important but not both,
start by re-assessing the urgent items. If they’re truly unimportant,
then they’re probably not actually urgent either and you can remove
them from your list as well.
Once you’ve completed the urgent/important exercise, you should
have a much shorter list of items on your to-do list; only those items
that you actually have time to complete.
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Step 1:

Destroy the “not enough time in the day” mindset

The final step here is to own the decisions that you just made. The act
of shortening your list is not the important part here, that’s obvious.
The choice to confidently do so and to not feel any guilt or stress
about the items you eliminate is the key. First you’ll go from saying
“yes” to everything to saying “sorry, but I can’t” and then you’ll
eventually graduate to “I can’t” without the sorry. That’s when the
increased productivity will set in because you’re truly no longer
wasting energy on the other items.
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Step 2:

Embrace your peak productivity hours

The second step to getting more done is to understand when you’re at
your best and stop fighting it. Every person has certain conditions
under which s/he is most productive: some people need silence, some
like background noise; some are morning people, some are night owls;
some are best with an old school pen and paper while some utilize
every bit of new technology they can get their hands on.
It really makes no difference what your peak working conditions are as
long as you take note of what they are and don’t try to fight them.
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Step 2:

Embrace your peak productivity hours

If you want to be more productive, dig into work when you’re at your
best and use the time when you’d be less productive anyway either to
tackle tasks that require less creativity, discipline, or brain power in
general or to just relax and recharge. The more you try to force
yourself to do difficult tasks when you’re not at your best, the more
time you waste and the less time you feel like you have available.
To be clear, that doesn’t mean never make yourself work when you
don’t feel like it; it means understand your peak productivity and
harness it.
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Step 2:

Embrace your peak productivity hours

The number one area I see entrepreneurs fighting against their peak
productivity is in when they choose to do their work. Figure out if your
genius/inspiration/discipline usually hits in the morning, afternoon,
evening, or late night and then plan your work around that.
I, for example, am a morning person so I do all of the heavy lifting in
the AM and then do busy work, administrative stuff, and take
meetings, and network in the afternoons and evenings. If I ever get off
this schedule, my productivity plummets.
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Step 2:

Embrace your peak productivity hours

A tip for introverts:
Almost every introvert I know feels that it’s best to keep meetings
and networking for the afternoon and evening and get tough tasks
done in the morning because all of the interaction of those
meetings and networking events will drain your energy and
hinder your ability to be at peak performance after.
That may not be true for you but it’s incredibly common amongst
introverts.
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Step 3:

Keep your brain and body super sharp
throughout the day

The third step to getting more done is to make sure that you’re
staying sharp for as long as possible throughout the day. This can
become especially important outside of your peak productivity hours
when your energy and motivation are waning.
One of the best methods to help you stay sharp – mind and body – is
the Pomodoro Technique utilizing exercise for your break periods.
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Step 3:

Keep your brain and body super sharp
throughout the day

The Pomodoro Technique is a productivity technique that combines
defined periods of focused work with short breaks in which you totally
disconnect from that work. The idea is that 1) short bursts of focused
work broken up by very short breaks are more productive because you
don’t get fatigued and 2) you’re more easily able to motivate yourself
to get focused to begin with because you know you only have to do it
for a short period of time.
It’s important that whatever your break is it takes you completely away
from your work so no phones/computers if you work on a computer.
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Step 3:

Keep your brain and body super sharp
throughout the day

A typical Pomodoro rotation would be 4 work periods of 25 minutes
broken up with breaks of 5 minutes. After the 4th period of work, there
would be a longer break of 15-30 minutes and then you’d repeat the
cycle.
When I utilize the Pomodoro technique, I fill the 5 minute break
periods with a little bit of exercise to keep my body from becoming
mush since I work on a laptop all day. Some good go-tos: planks,
downward dog, push-ups, sit-ups, jumping jacks, or whatever you like.
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Step 4:

Tame your inbox

The final step to getting more done is to take control of your inbox. I
understand that as an entrepreneur you feel like you need to be
accessible 24/7. However, unless you’re a hostage negotiator, ER
doctor, OB, or a handful of other specialized professions, you don’t.

It’s as simple as that. You do not need to be accessible via email 24
hours per day and 7 days per week. If you were with one client would
you check your email every 3 minutes to see if another client had sent
you something? I hope not! So you don’t need to check it even if you’re
not with another client.
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Step 4:

Tame your inbox

You cannot possibly take control and be more productive if you’re
pulled out of your productivity zone every time you hear the *ping* of
a new email or do nothing but respond to your emails.
There are two key things I do to help tame the inbox and a third that I
look forward to trying soon:
1. Set specific times of the day that you will check your email and
don’t look at any other time.
2. Use followupthen.com.
3. Set an auto-responder when you’re on vacation that says
everything will be automatically deleted.
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Step 4:

Tame your inbox

Set specific times of the day that you will check your email and don’t
look at any other time.
Again, you can’t be productive if every new email that comes in pulls
your attention away from the real work at hand. Schedule regular
times to check your email each day and don’t cheat – 3 times per day is
plenty.
You’d be surprised at how much time you waste on emails that are
utterly useless. At least this way that time wasting is contained.
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Step 4:

Tame your inbox

Use followupthen.com
I wrote an entire blog post about followupthen.com because it’s my
absolute favorite productivity tool. Basically, it allows you to forward
emails to your future self so that you can get them out of your inbox
but have them pop back in when you’re ready to deal with them. It’s
basically the tech implementation of out of sight, out of mind and
allows you to keep a clean inbox without ever forgetting to follow-up
on anything or reach back out to anyone.
For me, it’s a life-saver.
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Step 4:

Tame your inbox

Set an auto-responder when you’re on vacation that says everything
will be automatically deleted.
This one I haven’t tried yet but it sounds awesome: Instead of setting
the typical out of office, you set an auto-responder that tells everyone
that you’re out of the office until X date and any emails received while
you’re gone will be automatically deleted so they should re-send again
after your return if it’s important.
Imagine how magical it would be to return from vacation and not have
to wade through hundreds of emails?!?!?
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Good Luck!

I hope this little guide will help you drastically
improve your productivity and get more done.
All the best as you build your business and continue
to better yourself!
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