UP YOUR
PRODUCTIVITY

Learn how to make the most of
your day. Every day.

Assess your energy
We have peak times during the
day where our energy levels
spike. And we have times during
the day where we can't focus.
For the next week, track your key
productivity times when you:
1) Feel the state of flow is readily
accessible to you
2) Feel distracted and can't get
something done
By the end of the week, you will
have gotten an understanding of
when you are the most and least
productive. Reserve your peak
productivity times for important
tasks that contribute to long term
goals and require a lot of focus.
During your least productive
times, tick tasks of your list like
responding to emails or meetings.

Planning
Planning should be done every
month, every week and every day.
Here is what we suggest you do:
MONTHLY
Map out everything that is going to
happen during the upcoming month.
Work, social events, commitments,
trips - everything.
WEEKLY
Zoom into the next seven days. Any
deadlines coming up? Lots of social
outings? Is it a busy week or can
you take it day by day and go with
the flow?
DAILY
At the end of each day, plan the
following day. This will give you a
head start for the next morning.

To Do Lists
Craft your own SMART to do lists.

S - Specific
Get as specific as possible on
what you are going to accomplish.

M - Measurable
The more measurable your tasks
are, the better you can assess if
it's completed or not.

A - Achievable
Do you have the skills and tools to
achieve the task? Do you need to
rely on outside help?

R - Realistic
Be critical. Between meetings and
everything, how much time do
you have to complete tasks?

T - Timely
Which tasks are the most
important right now? Start with
those.

Lastly, organize your tasks by
order of priority - #1, #2, #3.
Only when you've attacked the
tasks under priority #1 are you
allowed to move further down the
list.

Final Tips
Stay in control of your day. Especially in the
mornings, protect your time. Don't let emails or
coworkers distract you from getting a grasp
on your day first.

Try a productivity tool like the Pomodoro
technique. Work for 25 min (without
distractions!) and then give yourself a 5 min
break.

Take breaks! The ultraradian cycle of our
bodies requires us to take a break for rest and
recovery every 90 to 120 min. Give your
prefrontal cortex, responsible for abstract
thinking and thought analysis, a well deserved
break.
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