12 Productivity
Hacks that will
change your life
Including Our Exclusive Task Snowball System

HeatherRosson.com

12 Productivity Hacks
Create more time for Faith, Family, and Fun

Ever wonder why some people seem to get a lot done and others talk big but never
seem to get anywhere? Why do some people seem to be high-energy and some
people seem to be low-energy?
Busy is not the new productive!
Working more makes you LESS productive!
The productivity and time relationship has a tipping point effect. You do have to put in the
time to be productive, however, at some point, you top out and head back down the hill.
Therefore, the solution can not only be to work more to get more done. Studies show that
people who work 50 hours a week become less productive, and after 55 hours, it drops off a
cliff. In fact, if you work 70 hours per week, you got nothing more done than if you were to
work 55 hours - ZERO. There is a sweet spot to time worked and tasks accomplished, and
it is not merely "work more" or "work harder."
The technology that is supposed to make us more productive and happier is taking over our
lives and creating stress. Since the smartphone entered the marketplace, productivity has
fallen every year. It's not because technology is bad or evil; it is a tool. The problem lies in
how we use technology. It is possible to use technology in such a way that it does help us
get more done in less time. We need to focus on making our technology work for us rather
than letting it rule our time.
Finally, one of the paramount aspects of productivity is self-care. I'm not talking about the
spa day kind of self-care (although that is nice too). I'm talking about truly loving yourself
and taking care of yourself kind of self-care. Ask for what you need! Self-care is not an
option if you want to be the most productive you.
In this guide, you will find the Productivity checklist. Then each checklist item is more fully
explained in the pages that follow.
I want to see you succeed!
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Productivity
is not busy work

Keep God First

Prioritizing God is first on the list for a reason. We must keep God first
in our lives. It is imperative to steward our time well. Pick a time and a
place for bible study and stick to it.

Work With Your Personality
Did you know that your personality affects your productivity habits? It
is essential to understand how God created you because He didn't make
a mistake. There are a few different tools that work with each
personality type.

One-touch Processing

When you touch an email or piece of paper, you do something with it. It
doesn't always mean you won't have to spend more time dealing with it
but don't just let it be.

Stop the Scroll
Social media has become the number one distraction in our society. It is
excellent for keeping up with family and friends; however, we don't
want to end up lost in the abyss of mindlessly scrolling. Treat social
media just like you do any downtime activity.

Kill Notifications

Those little dings and beeps coming from your computer and phone are
costing you a lot of time, mostly in the form of distraction. Learn how to
manage your notifications so that they don't interrupt your workflow.

Pomordoro Sessions
Sometimes we all have to do things that we don't particularly want to
do. I find that Pomodoro sessions are perfect in those circumstances. The
gist - set a timer and get to work, focused 100% on the task at hand.
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Productivity
is not busy work

Task Snowball System

A system to create the momentum you need every day to complete the
tasks at hand. Energy and clarity come from taking action!

Power Hour

There is only one rule - it can't be the first hour of your workday. You
can set it at any other time that you can be consistent. For me, the best
place is right after Task Snowballing.

Don't Fail to Plan

You do not need a morning routine. You do not need a bedtime routine.
However, you do need a routine. You need a routine that works with
you and who God created you to be.

Remove Mind Clutter

Write things down as soon as they pop into your mind. Just make sure
you don't write it on a scrap piece of paper!

Schedule Sleep and Self-Care

Yep, you heard that right. One of the best ways to make sure you are
super productive is to make sure you get enough sleep.

Leave Space

Guess what, very few things in life go as planned. Leave space
physically, mentally, and on your calendar to create the serenity that
you desire.
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Keep God First
Keep God First
A Set Time and a Set Place
A Set Time and a Set Place

First Things First!
We are here to have a relationship with God. Full Stop. Everything else flows out of that. I'm not
someone who says that you have to read your Bible first thing in the morning. However, it is of utmost
importance that you do read it. You can pick a time of day when it works for you and your schedule.
Decide on a dedicated place and time. Perhaps you enjoy reading while having your coffee in the
morning. Maybe you want to read before you ever get out of bed, snuggled in your sheets, or maybe for
you, it's right after lunch, or right before bed. It honestly doesn't matter when or where, just that you
begin to make it a habit. Whatever you decide, put it on your calendar or your Trello board or your todo list. Write it on a post-it note and stick it to the coffee maker.
"Rejoice always, pray without ceasing, give thanks in all circumstances; for this is the will of God in
Christ Jesus for you." (1 Thessalonians 5:16-18) What does it mean to pray without ceasing? Did you
notice that I didn't mention prayer when talking about your dedicated reading time? Yes, you will pray
during that time; however, you will continue to pray all day long as you move through your day. It is
possible to pray without ceasing! God is with you at all times and, we can talk to Him as we work, drive,
or do anything our day brings. It is about keeping the connection open.
To the world, it seems counter-intuitive to include God on a productivity list. What they don't
understand is that we have Him working on our behalf. Everything goes better when we put
God first!
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Work According to Your Personality
God made you exactly the way He wanted you. You Are Enough!

Did you know that some personality types are more prone to procrastination? Some of us
are good at the big picture, and some of us are good at the nitty-gritty details. It is crucial
to know how God made you so that you can work within those strengths a majority of
the time. I'm not saying you never have to work on your weaknesses, however,
concentrate 80% of your time within your natural tendencies. Don't fight how God made
you. Work within it.
Know You to Know How You Work Best!

Click Below To Access Each Free Test:
Values Based Test
DISC Personality Test
MTBI (Myers-Brigg) Test
Spiritual Gifts Test
Enegram
Note: Included here are the free versions of each of these tests. They all have paid
versions that are much better and will give you more insight. However, the free versions
will get you started.

Join our Facebook Group
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One Touch Processing
Dedicate a Time to Act

We lose a lot of time reading and re-reading mail and email. The one-touch processing system permits us to ignore it
completely. Well, ignore it for a little while.
When mail comes into the home or office, sort enough to throw away the junk and then toss the rest into a
designated bin. Now the trick is set a time to sort and act. For physical mail, once a week is enough, however, if you
need to address it more often, you set that time. When you sit down to process mail, you will do everything right
then.
Email is the same idea except that you will likely need to sort and act more often. People do expect a response to an
email promptly; however, it usually doesn't need to be instant. You can elect to sort emails one to three times a day.
I sort mine three times a day - during my first hour of work, right after lunch, and during my last hour of work.
How often you do this will depend on your email needs. I leave my email program closed until I am ready to
process.
Zero Inbox is NOT the gold standard.
Many people claim that the most efficient way to handle email is to create folders for it. However, I have found
that the adage "out of sight, out of mind" applies here. Also, your email system is not a filing system. It's much more
efficient to create an actual digital filing system for email information that you need to keep.
The first few times you process mail and email, time yourself. Set a stopwatch and see how long it takes you. Doing
that will give you a much better idea of how much time to allocate to it in the future.
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Stop The Scroll
Let social media and technology work for you instead of against you!

Did you know that as a country our productivity has been in decline since 2007? Do you
know what else happened in 2007? Yep, smartphones. Those hand-held computers were
supposed to make us more productive. Instead, they are making us less productive and
more anxious.
We all have different needs when it comes to our phones and technology. Some of us can
take social media off our phones altogether, and for others, that is not a choice we'd like
to make. The main thing is that you start treating technology like a tool and not a
distraction.
Put Boundaries Around Your Social Media!

Ideas That May Work For You:
Take social media off of your phone.
Use apps or plug-ins to kill your news feed.
(there are so many, and they often change,
therefore, I keep an updated list on my
website)
If social media is integral to your business,
designate a time for it.
Remember to take time off from all screens
occasionally.

Join our Facebook Group
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Kill Notifications
Notifications, Sounds and Badges Need To Go!

Notifications are the pop-ups that interrupt the task you are focused on at the
moment. They are the #1 distraction when you are trying to focus. A quick text
message will cost you at least 7-8 minutes to read it, respond, and then refocus on
what you were doing in the first place. The good news is that it is super simple to
eliminate them!
Badges are the red circles telling you how many unread emails, twitter
notifications, appointments, messages... the list goes on and on. Those little red
badges are 100% unnecessary once you create a system that doesn't allow them to
go unchecked. The only purpose they serve is to create anxiety and overwhelm.
Don't Be Afraid Of Badges. You Are Bigger Than Them!
Do you see the difference here? With all of the notifications, badges, and sounds,
you are checking those things on their terms. Take back control of your focus and
attention and eliminate them!
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Pomodoro Sessions
How many sessions do you need?

A Pomodoro Session is a 25-minute block of time that is set aside for one task. These are
tasks that take your full attention. This session is not multitasking time. Pomodoro
sessions are super easy to implement and seriously life-changing.
Pomodoro sessions are the most helpful for breaking down large projects into a series of
tasks. It is also an excellent technique for your body and brain. These short intervals have
built-in breaks that give you a quick respite from the task at hand.
Pomodoro Sessions Are Great For Focus and Your Body!

Here is how it works:
Clear your workspace of everything except
what you need to accomplish your task.
Set the timer for 25 minutes.
Get to work, no interruptions.
When the timer goes off, you put a
checkmark on your paper.
Take a short break (5 minutes or so) Stand
up and walk around. Get a drink of water.
Repeat.
Every 4 Pomodoros you take a longer break.

Join our Facebook Group
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Task Snowball System
Create Momentum and Keep It Going!

Our Task Snowball System will help you gain momentum each and every day. It is
super simple, but it is also life-changing.
The Task Snowball System will require 15-25 minutes just before your Power Hour
(that's next on the list). Regardless of when you start your day, you will schedule
your Task Snowball immediately after you complete your beginning of day routine.
Will-power will never get you to where you want to be. You must build
momentum through action and your environment!
To implement the Task Snowball, you will keep a running list of
"10-minute or less" tasks. These can relate to anything, and priority has nothing to
do with it. You do the things that you have the most desire to do. On your list,
you could have items like clean out the top desk drawer, write a letter to a friend,
make your bed, or follow up with a client.
I love this because I get to check off at least 2 or 3 items every day, first thing in the
morning. I then follow the momentum of the Task Snowball with my Power Hour.
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Power Hour
When are you at your best?

Power Hour is when you do the most challenging thing on your list for the day. This task
is the task that feels like it is hanging over your head. It is a must-do for today. If you
procrastinate on this item, it will merely take up brain space and derail your other
projects. The idea of this task is that if you don't do it, then the idea of it will drag the
rest of your day down.
This to-do item could be one of the top three priorities for the day or simply the thing
you are most resistant to doing. If you hate making follow-up phone calls, then maybe this
hour is for doing that. If you are resistant to finishing the task or project, then that is a
sure sign that it is a prime candidate for your Power Hour.

Here is how it works:
Clear your workspace of everything except
what you need to accomplish your task.
Turn off all interruptions including phone,
email, etc.
Close your office door and hang a Do Not
Disturb sign.
Complete the job from start to finish in one
sitting.
Celebrate
My mantra a few years ago became "Just Do The Damn Thing!"

Join our Facebook Group
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Don't Fail To Plan
You know the saying...

In case you don't know, I'm not a huge proponent of the morning routine unless
the morning routine works for you. See, the deal is that God made everyone
different, and we need to do what works for us. There is not a be all end all
process to planing. Some people are natural planners, while others require a
system to keep them moving forward. My mornings are important to me;
however, I value freedom and spontaneity. Therefore, I know my morning may
look different from day to day.
That does not mean that I shouldn't do any planning at all. It is essential to hold
some time as a sacred time for preparation. Daily this time can consist of 10-15
minutes. Weekly you will need a little more time. Do you like to plan in the
morning? Great. If you would prefer to prepare the night before, you can do that
too. The important part is not when you plan but that you do plan.
I like to spend a few minutes the night before and plan my Task Snowball and my
Power Hour. That is the only thing I plan daily. Everything else gets planned on
my weekly, monthly, or quarterly reviews.
Commit to the Lord whatever you do, and He will establish your plans.
-Proverbs 16:3
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Clear Mental Clutter
What's keeping you up at night?

Multi-tasking is a misnomer. Our brains are not wired to focus on many things at one
time. We might think we can; however, when we multi-task, the truth is that neither
task is getting our full attention. That is okay for some functions. For example, we can
watch TV and fold laundry at the same time. Neither ask requires our full attention.
What you don't want to do is jump around from project to project. If something is
critical, then it deserves our full attention.
If we start feeling like our mind is spinning, then that is a sure sign we are dealing with
mental clutter. Trying to do or think about too many things in one moment means that
nothing is getting what it deserves. It's the perfect time to stop and do a mind-dump.
Clarity Comes By Putting One Foot In Front Of The Other

Ideas to Help with Mind Clutter:
Do a Brain Dump at least once a week.
Write ideas down as soon as you get them to
make room for the task at hand.
Get to work, no interruptions
Automate as many tasks as possible to
remove them from your to-do list and your
mind.
Declutter your physical space, email, etc. to
remove that clutter from your mind as well.
Add reflection time to your schedule.

Join our Facebook Group
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Schedule Sleep and Self-Care
Being Productive is Counter to Being Busy!

There has been a lot of talk about self-care recently. It seems to center on going to the spa, getting
massages, getting your hair done, and all the things. Now, don't get me wrong, I love those things.
However, they are only a tiny sliver of self-care. Here are some of the things that I think are important
for self-care:
Get enough sleep
Schedule something fun each day
Ask for help when you need it
Don't try to be all things to all people
Read something you enjoy
Leave time for personal development
Learn something new
Do something that scares you
Speak your truth
Stand up for what you believe
Exercise and Stretching
Spend time with animals
Bible study and prayer
Reflection
Journaling
What ideas do you have?
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Leave Space
This applies to every area of your life!

I know there are people who say to schedule every minute. I know when they say to plan
every minute, they mean to calendar all of your activities. However, as believers, we
want to leave space in our day for God to intervene, to allow for the unexpected to pop
up and to be able to say yes (if it aligns with your purpose and core values) to a lastminute opportunity.
Let's face it - Life Happens. Things are not always, and maybe almost never, going to go
as you planned. Therefore, leave space in your schedule for the unexpected and the
spontaneous. There is always more to do, and it will still be there tomorrow.
Be available for God to use you at any moment!

Join our Facebook Group
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Blessed Business Builders
Creating Successful, Profitable Businesses and Time for Faith, Family, and Fun.

Business has a nasty habit of taking over your
life - making you work more than you were
planning to, while still falling behind on
projects. Not only that - you end up not
being there for the people who matter most
when they need you most.
I’m Heather, and I’m here to help you live
your divine purpose and build a business that
is successful and profitable. I will help you
create simple systems to get more done in less
time, so you have more time in your life for
faith, family, and fun!
In our Facebook group, Living Our GodGiven Purpose, you’ll find a welcoming
community of business builders, tools, and
tips to get more productive, and motivation
and inspiration to honor God with your
business.
No more getting sucked into rabbit holes and
getting distracted by shiny objects - join us in
the journey towards a productive and
purposeful business!
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