Reduce distractions

Do not disturb on phone

1. Purpose Blocksite

Facebook news feed blocker
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. Why are we having it?

Time tracking

N

. Who needs to be here?

o

Pomodoro

w

How long will it take?

2. People K@ Hourstimetracking.com
Why? it 4. What do | need to prepare?
toggl.com

. . 5. Who needs to be informed?

Who? Effective meettings Slack rescuetime.com
ommunication .
What? Tools Glip
Basecamp

. Trello
Avoid the Grey zone

Project management ( Basecapm

1. Tame your phone

3. Format

Pomodoro
2. Minimize meetings

45 minutes work

5 minutes rest 3. Absolute punctuality
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Gopher 4. Use lists
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To Call
Yearly list
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your goal

5. Link everything to your goals
Four-quadi@nt ything 10 your g
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6. Tickle your memory with tickler files
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Principles

avoid not important things :
Focusing only what is important \

Pareto 80/20 10 Timeless techniques

Every day 2 hours spend for Q2

Always plan your day

8. Minimize unplanned activities _

Higher skills

Listen audio books in traffic

Skype Read books in free time
Interested task

Instant 9. Profit from odd-lot time
Messenger

Read books in bathroom

~ Go beyond your comfort zone

No more traffic /

Don't make your live more difficult
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Don't go shopping when everyone goes

1. Choose the right tools

Avoid the pattern of the masses

. L,
Message 10. Live off peak
Working remote off-peak
Trello T . .
) o smnity . Get the right habits
Effective communication
Forum
email use blocksite
Multitasking < Cue -> Habit -> Reward
Hangouts
1. What do you want to achieve? e ur Remove all cluster
Skype y 6 step formula ostep
F2F 2. What are you willing to give? 6 a
Meetings 3. Set an exact date 6
4. Have a clear plan 3. Block distractions
5. Put in writing
6. Read it out loud twice a day
Be detailed Specific
Probl
roplems SMAR.T.
Can you measure progress?Measurable
Goals
Results

) Were the other choices better?
Can you reach it?

Goal setting

Attainablé 1. Everything is choise A lot of choices
What will it take? 2. Avoid distractions 1. Do a brain dump Create a list
Realistic 3. Measure progress  Information overload
? . . Tasks takes > 2 minutes
Am | on track? Time bound Procrastination 4. You are future you
i ? 5. Prove it by doing it USED To BE W
What motivates you / d E I USED TO BE 2. Two minutes rule Tasks takes < 2 minutes
INDECISIVE ...
Interpersonal demand NOW IT™M NOT SURE. ) B ]
Create vision board Task demand 3. Make important decisions firts
Think of your other self as a real person Organisational Role demand The paralysis by analysis delegation
What do he/she want? 'I Organisational demand 4. Push down authority
Exercise Business life cycle
Make you real another person

' i Turn off phone
Economic/Financial problems [ . <
: Close emails
Family problems 5. Turn it off

Personality

What functions do he/she has? Personal

Economic uncertainty
Meditation Power of Meditatior@ Nutrition

Sit comforatble

Politics uncertainty

CAUSES Technological uncertainty

Clear your mind ' Nutrition ) )
\ Get better Enviromantal Self management Excellence then, is not an act, but a habit
Focus on breathing _
Meditation
Do what you love
Time management We are what we repeatedly do
plan responce Get yourself a team How to deal? Eorcice .
You might reach the top of the ladder but
Pause and Plan _ Medication realize it's leaning on the wrong w
Slow down Willpower Music
Slow down your breathing > Heart disease All lasting constructive change in human
/\ Physiologic Headache behaviour starts on the inside with a
Forgive your failures Be aware ! : changed image of reality
Manaae to vourself High blood pressure
getey SAWARE |
Anxiety
Don;t be hard for yourself N .
g SYMTOMS ﬂ ,E‘i ﬁ Sleep disorder
_ y J 5 .
Forgive yourself Create small wins Rsychologic epression
. & A Productivity
Habbits Absenteeism
Identity crisis Behavioral Tumover 1. 7 habbits of highly effective peol. Steven Covey

2. Flow. Mihaly Csikszentmihalyi
Burn down your ships The Idendty Crisis

3. No BS time management for entrepreneurs. Dan
Kennedy

4. Essentialism: The disciplined pursuit of less. Greg

Build on existing patterns McKeown

5.The paradox of choise: why more is less. Barry
Schawartz

6. Rework. Jason Fried
7. The power of full engagement. Jim Loehr

8. The willpower instinct. Kelly McGonigal
9. The power of habit. Charles Duhigg

10. Focus. Daniel Goleman


https://coggle.it/
https://youtu.be/Aw71zanwMnY

