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Introduction 

Have you ever thought; "If only I had 

an extra 60 minutes a day to get just 

a few more things done?" It seems 

like an impossible wish. Just one 

extra hour. How much more could 

you accomplish in that time?  

The truth is, we all have more time 

than we think. It exists in the cracks 

and crevices of our days, hidden 
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away from our conscious mind by the 

speed and chaos at which we seem to 

live our lives.  

If you just step back and look at your 

day, you'll find that you have an easy 

60 minutes sitting right in front of 

you. Time you could easily use to get 

more stuff done. It comes in five, 10 

or 15 minute chunks throughout your 

day. 
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Where's the Missing 
Time? 

Many of my clients are top producers 

who are constantly on the go. When I 

first suggest to them that they have 

more time than they realize, they 

usually scoff at me and doubt they 

made a good decision in hiring me. 

Until, that is,  I show them how much 

extra time they really have.  
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Where is this mysterious time of 

which I speak? Take a close look at 

how you are spending your time now. 

How many of these little pockets of 

time can you make better use of 

today?  

Let's look at some options. What are 

you doing in the five or 10 minutes: 

• Before your next phone call? 

• While waiting on hold? 

• Waiting at the doctor's office? 

• Waiting to pick up your child 
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from school? 

• Between scheduled tasks? 

• You spend on Facebook? 

 

And if those aren't enough to add up 

to an additional 60 minutes a day, 

there are many things that you can 

add in along with other tasks.  

 

Let's get something clear first. I'm not 

talking about multi-tasking in the 

sense that most people do. While 

multi-tasking is traditionally not 

effective, this is only the case if you 
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are attempting to switch between 

two tasks or simultaneously 

performing two tasks where both 

tasks require a large amount of brain 

capacity. 

 

Here are some situations in which 

multi-tasking might be effective for 

you. Just be sure ONLY ONE of the 

tasks requires a lot of concentration 

or both tasks will suffer. 

• Doing the laundry. 

• On a conference call. 

• Cleaning. 
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• Exercising. 

• Driving. 

• Walking your dog. 

• Organizing your desk/office. 

• While on hold. 

There are many times when you can 

use a few minutes here and there to 

get things knocked off your to-do list. 

Case Study 

Jennifer (name changed) was a single 

mother who valued her time with her 

son but also wanted to do well in her 
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career. She came to me struggling to 

find the balance that would allow her 

to focus enough time on her career 

while still being able to be the mom 

she really valued for her child. The 

first thing we looked at was to 

evaluate how much of her list was 

getting done on a regular bases and 

how many things were being 

sacrificed or just getting bumped. We 

then took some time to determine 

how long the tasks on her list would 

take and where they might be able to 

get plugged in to the gaps of time 
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throughout her day. After completing 

this process, we were able to recover 

an additional 3 1/2 hours of her time 

throughout the week that would 

allow her to get more of her to-do list 

completed without taking up any 

additional time in her already 

overwhelmed schedule. 

What 

are 

some 

exam

ples 

If you are interested in how to create a 
customized list like Jennifer's, please cont  
Nicole at her website, 
www.TheProductivity.Expert. 

http://www.thetimemanagement.expert/


How To Get More Stuff Done  
by Nicole Bandes 

 

Copyright© 2015 
 www.TheProductivity.Expert 

Page 11 

of things you can do in that short 

amount of time?  

 

At Your Computer 

As busy business owners and 

entrepreneurs, we spend much of our 

days at our computers. Here are 

some things that don't take a lot of 

time that you can do while you are at 

your desk. 

1. Check email. Commit to just 
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clearing one or two before your next 

call. 

2. Make a follow up call. When you 

are on a schedule, you might have a 

plan to make one call.  

3. Schedule some exercise on your 

calendar.  

4. Add a networking event to your 

schedule.  

5. Review your schedule. 

6. Set your priorities.  
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7. Record a video.  

8. Update your social media page. 

9. Review your goals. 

10. Pay a bill online.  

11. Read a blog article and comment. 

12. Copy photos from your phone to 

your computer. 
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While On Hold 

It seems we spend way too much 

time on hold these days. It might be 

waiting to schedule an appointment 

or waiting for tech support. How can 

you maximize this time? 

1. Scan a receipt with your smart 

phone.  

2. File some papers. 
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3. Wipe down your counters. 

4.Pick up a few pieces of trash. 

5. Rotate your laundry.  

6. Get something out of the freezer 

for dinner. 

7. Clean out your purse.  

8. Clean light switches and door 

frames.   

9. Water plants.  

10. Pet your animals.  
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11. Breathe deeply.  

12. Stretch.  

13. Toss some junk mail.  

14. Delete some files on your 

computer. 
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Around the House/Office 

Being laser focused on one task for 

too long is detrimental to your 

success. It is important to switch 

between high capacity thinking tasks 

to low capacity tasks every 30 to 45 

minutes in order to increase your 

overall productivity. Here are some 

tasks you can focus on while taking 

that break. 

1. Sing and dance with your 
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spouse/children. 

2. Share your gratitudes with your 

family.  

3. Take your dog for a walk. 

4. Dust some shelves.  

5. Blast through some clutter.  

6. Take your vitamins. 

7. Drink some water. 

8. Make a bed.  

9. Toss some old magazines.  
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10. Toss the trash in your car. 

11. Write a thank you note to a 

contact or a love note to your family. 

12. Sweep. Or move the Roomba to 

the next room... :D 
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Away From Home/Office 

Whether it is a doctor's appointment, 

waiting for a networking event to 

start or a meeting with a prospect, 

there are many times we aren't at 

our desks to get extra things done. 

Here are some ideas of things you 

can get done in less than 15 minutes 

while away from home/office. 
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1. Send a thank you email to a vendor 

or referrer.  

2. Brainstorm a few ideas.  

3. Send a text message to a prospect 

or client.  

4. Catch up on reading magazines.  

5. Check your email.  This may simply 

be to delete messages that don't 

need to be replied to in any length. 

6. Use your smart phone to scan and 

store receipts. 
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7. Send a text message to catch up 

with a friend. 

8. Write out some goals. 

9. Organize your purse. 

10. Update your social media from 

your smart phone. 

11. Listen to some audio trainings or 

podcasts.  

12. Meet some new people.  
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Bonus Section 
Finding "You" Time in 15 

Minutes or Less 

We often say we just don't have time 

to take care of ourselves. There's 

never enough "me" time. However, 

there are lots of ways you can find to 

take care of you in just 15 minutes or 

less. Some of these are repeats but I 

wanted to highlight them here to 

emphasize how you can personally 
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benefit from these. 

The key to getting the most impact 

from these activities is to be fully 

present when you are completing 

them. Let everything else go and just 

really allow the experience to happen 

without judgment or distraction. 

1. Journal. 

2. Read. 

3. Mediate. 

4. Deep breathing. 
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5. Exercise. 

6. Play with your pets. 

7. Indulge in some social media or 

online game. 

8. Have a cup of your favorite tea 

or coffee. 

9. Watch a sunset. 

10.  Eat an indulgent piece of 

chocolate. 

11.  Massage some pressure 

points. 
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12.  Make a call to a loved one. 

13.  Connect with Nature. 

14.  Listen to your favorite songs 

and dance. 

15.  Watch some funny videos. 
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Your Turn 

Now it’s your turn. Create your own 

go-to list for when you have an extra 

15 minutes and don’t want to waste a 

second of it! Keep this list on hand to 

refer to whenever you have a few 

extra minutes. It will take you less 

than 15 minutes! 
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About the Author 

Like you, Productivity  

Expert, speaker, 

podcaster and bestselling 

author, Nicole Bandes, 

wanted more time in her 

day to do the things that mattered.  Nicole 

spent years working out how to suck out just 

one more hour to spend with her family, build 

her business or just catch a breath. She had 

tried just about every time management tool 

out there before finally put her degree in 

Psychology to work and uncovered what was 

missing from all those programs. Now Nicole 
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uses her unique program to help 1000's 

overcome their productivity and time 

management issues. Nicole is radically different 

from your typical time management ideas 

because she makes a point to focus on both the 

outer tools and skills AND the inner mindset. 

Having lost a son at the young age of 17, Nicole 

knows how precious our time is and she is on a 

mission to help make more time for what 

matters most. To find out more about how you 

can work with Nicole and apply for a 

complementary Conquer the Clock Strategy 

Session, visit www.TheProductivity.Expert. 

http://www.thetimemanagement.expert/
http://www.goldeneaglescoaching.com/

