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November 25, 2013

I’m frequently asked to share my ‘secrets’ on how I manage myself and my time. Really…there are 

no secrets. It’s just that I practice what I talk about because…basically…I’m lazy. I want to get everything 

done that I need to do, so I can go do something I want to do…instead of something I have to do. You can 

probably relate.

So here goes…

1. What’s important? Do it first thing. Every day. E-v-e-r-y day. And revisit that question during the day.

2. Make decisions. Right, wrong or in between, I simply decide. For example, I ask myself what I don’t 

need to be doing. Sometimes this decision can be difficult but 

it has never failed me. I usually find that what I didn’t do, didn’t bother me or make a difference.

3. Make it simple. Simplicity is the key to everything. Simple. Short. If it’s not, you probably won’t do it.

4. Stay organized. Those systems are what make things work without a lot of thought or effort.

5. Take time daily to reflect and prepare for tomorrow. I sit quietly at the end of the day. No technology. 

No TV. No stress. And I think about what I

accomplished and what’s on the plate for the next day.

6. Your bonus secret: I stop and acknowledge how grateful I am for those people in my life. And that 

pretty much takes me back to begin my next day with ‘What’s important?’

What are YOUR time management secrets???
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March 26, 2013

“Vision without execution is hallucination.” Those are the words of Thomas Edison. Strategy and 

implementation have been inseparable since birth. In business and in life. I wrote about this in an earlier 

post and continued to give it some thought. Although I’m a productivity strategist…most of the someone is 

asking me “How do I ‘get it done?”

My response to that question isn’t usually the answer. I simply ask ‘why?’ What is it that is so 

important that you need my help? The answer is usually about stress, or a boss who’s unhappy about 

some aspect of performance, or a spouse who wonders why work always comes home. These are all 

legitimate reasons to improve your time management skills. But these reasons aren’t really the reason 

you’re talking to me.

The real reason lies someplace a little deeper. And it involves some reflection. And requires a look into 

the future with a broader vision of how you want your life to be. A big part of this problem is that you might 

have trained yourself to keep focusing on the short-term objectives. And you’re lured by the tools that will 

help get that short-term thing done…apps, hundreds of different ‘to do’ lists, etc. Yes these tools are 

helpful 

and they’re part of the implementation. The thing to remember though, is that the strategy comes first.

So what is your ‘why’? Really. What do you want your life to be about? What do you want your work 

experience to be about? Answering questions like this wholly and honestly will begin to help you prioritize 

and that helps you strategize and that helps you implement. But first things first. What is your why?
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November 8, 2012

When I give a presentation, I usually begin by asking the audience a question about their 

productivity. Last week I asked these 2 questions.

1. What is your biggest productivity challenge?

2. What is a time management myth you have?

The answers to question #1 are somewhat expected. Participants usually say something about getting 

organized, email, priorities, and interruptions.

But the answers to question #2 are more interesting. Part of the reason for this is that any given person 

in the audience has bought into at least \ one myth! For example,

❖ Myth #1: Multitasking will help me accomplish more things. One of my all time favorites. I 

understand that the generations will disagree on this, but there are many, many, many articles and 

much research that Should put this myth to rest… hopefully. The human brain can only do one thing 

at a time well. One. You can do more than one…but not well, usually not without missing something 

or doing it over, and not without The corresponding stress.

❖ Myth #2: If I get organized this time, I won’t have to do it again. That’s like saying if you clean out 

the garage you won’t have to do it again. Your desk and office are dynamic places where your 

creative juices hopefully flow and your day-to-day activities happen. It’s a living entity that requires 

intentional, habitual maintenance.

❖ Myth #3: If I just get this new technology tool, I’ll be faster and better. Really?? This is like 

getting new golf clubs or a new tennis racket and expecting your game to significantly improve. 

Technology is a tool…it helps improve productivity…but it’s just a tool. Please remember to consider 

operator behavior

So…what types of myths do you have that you’ve tried on for size?
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September 4, 2012

By now, you know Jim Collins. The author of Good to Great, Built to Last and How the Mighty Fall. Well, 

I’ve seen him interviewed and I’ve read his books and there are 2 things that I just love.

The first thing I love is a quote:

“Discipline of thought comes before discipline of action.”

As a productivity coach the issue of discipline or self-regulation comes up frequently and it 

should…because it’s a big part of the process. It’s about changing approaches or habits in order to 

improve performance. But none of that happens unless your thoughts support that and own the change 

you 

want to make. But it has to happen at an emotional level, and not just an intellectual one.

The second thing I love is the title of his new book: Great by Choice. It is about exactly what you 

would expect. Great, steady companies don’t become that by accident or default…they make a choice and 

their goals, strategies and actions support it. It’s not any different for an individual or team. They 

can choose to be great…or not. It’s not just about the intent, it’s about the choice and execution. Here’s 

another great quote from him about companies in Great by Choice:

“They didn’t fail for lack of good luck; they failed for lack of superb execution.” 

See why I love Jim Collins. ☺
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August 2, 2012

I love the Olympics. I’m not much of a sports enthusiast except for the Olympics. It’s exciting watching the 

best of the best in the world. I love watching how they handle the pressure of the moment. The split second 

decisions. The joy after all the hard work is done and they reap their reward. And it’s all driven first by their 

mindset — and then by their bodies.

It’s a similar situation when I’m coaching someone on improving their performance…and 

productivity. The person is usually very good at what they do. They’ve been handling lots of pressure and 

making split-second decisions on many things. And they feel a sense of accomplishment and relief when 

the job is done. But they also feel the stress that accompanies them on this journey. They sometimes 

refrain from asking themselves how they can improve their performance and reduce their stress….they 

think things are ‘good enough’. They choose not to re-examine the situation or their behavior.

Can you imagine what would happen if an Olympic athlete thought what they were doing was ’good 

enough’? They surely wouldn’t be at the Olympic games. Change happens in your mind first. 

Winners think about what’s working and what’s not and choose to take action to improve performance 

…not keep the same-o, same-o routines because they can get by, or they don’t have time.

So take a cue from our Olympians. Set a goal. Engage. Take the right action. But most of all…move your 

Mindset first.

“Discipline of thought comes before discipline of action.”
Jim Collins
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April 26, 2012

Last night I saw a healthcare commercial on TV and the question asked was…

‘Are you settling…or are you living?’

I thought that would be a good question to ask of my clients. Or even of myself for that matter. When 

it comes to delaying actions…especially things I don’t necessarily want to take…it seems that I was settling 

and accepting that mindset for myself.

When I find myself in that ‘delaying’ mindset–and it seems to be that way lately –I’m not living. I’m 

fretting. I’m feeling guilty. I’m not at all productive. And my head is filled with added stress because I know 

this mindset might be there yet again tomorrow. Sound familiar?

So I started asking myself if this mindset was causing me to just…settle. Was I happy with 

my outcomes (or lack of)? Was I getting what I needed? More importantly, am I getting what I want? 

Frequently, the answer was no.

So, I had to do some serious moving of my own mindset to not settle but begin living. I needed to 

get going and living in the space where I do my best work and live my best, less stressed life.

So I did 5 things…

1. I determined what I really wanted and needed to do.

2. I thought about how I wanted to do it.

3. I created a specific plan around when and put it in my calendar as a recurring event.

4. I explore and identified some tools that might help– simple things like checklists.

5. I found an accountability partner–because for the first time in my life I feel I needed one to help 

me get over the ‘overwhelmed’ part.

Since I did this, I’ve feel like I have a clearer picture and am more in control of my own environment 

and happiness. I’ve stopped settling for that habitual, nagging feeling I had every day and started living my 

best life. And believe me, it’s a much better spot.

So the question is…what are you ‘settling’ for? Physical clutter? Mental clutter? Electronic 

clutter? Move your mindset…your habit of thinking…and take the next step so you can start living, too.
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March 29, 2012

Matt Norman is President of Dale Carnegie Training in Minnesota. One of the big takeaways for me was in 

one of his posts where he asks his clients about 3 words they need to consider and the 3 words are: 

Be. 

Do. 

Get. 

These 3 words, when reframed, define what most of us need to consider to get what we want.

Be is about values.

Do is about behaviors.

Get is about results.

What is your Be-Do-Get? 

Are you living up to this formula? 

Productive people do :)
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