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8 simple steps to becoming more productive

There are loads of books, articles and courses out there, all offering ways to help you magically find
extra time in the day.  I’m not saying that they don’t contain some handy tips but being productive is
more about what you do, and don’t do, in the hours that you have. 

Here are 8 simple steps to make your day more productive. 

You may: do some of the steps already, apply some steps some of the time, or be totally cynical and
think they aren't realistic options for you. 

Whichever camp you're in, I challenge you to apply these steps every day for two weeks, then see what
difference they've made. 

Go on, it’s worth a try, isn’t it? 
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Step 1: Decide on the one most

important thing you must

accomplish tomorrow 
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I remember being given this piece of advice
and thinking ‘get real, I’ve got way more than
one important thing to do in a day!’  You may
be thinking the same. 

I’m not saying that you don’t have a stack of
important jobs to do tomorrow, I’m just asking
you to identify the most important one.  Once
you know what it is, it will help you ensure that
you don’t allow yourself to be distracted from
achieving it. 

Even if this was the only thing you achieved
each day, by the end of the week you’d have
achieved five really important goals/jobs.  In
reality, that’s probably more than you are
achieving now, because to give ourselves a
quick buzz of achievement, we humans are
good at ticking lots of unimportant things off
our to-do lists first .   

Remember, once you achieved your most
important task, there’s nothing stopping you
digging into the next one. 

Step 2: Find your  

‘In the zone’  

time of day

Whilst energy and focus can change from
day-to-day, most of us have a regular time of
day when we feel most productive.  This
could be first thing in the morning, mid
afternoon, early evening etc. 

When we are ‘in the zone’, our mental focus
is strong, we are energised and fully
absorbed in what we are doing.  (You may
have also heard it referred to as being 'in flow'
in positive psychology texts).   

Wherever possible, block out your ‘in the
zone’ time in your diary.  This will protect it
from getting filled by other things.  Use this
time to focus on your most important task for
that day (as identified in step 1).  Otherwise
you risk leaving it until a low energy time of
day, which will mean the quality of your
thinking will be lessened and the whole
process slower. 



Step 3.  

Fire off 

 some bullets

If you have a team of people reporting into you, it can
be a job to keep track of what everyone is working on.
A successful strategy I’ve used is to ask each member
of my team to send me an email by 4pm every Friday.  

The email is a bullet point list of the key things they’ve
worked on that week, plus what they are planning on
achieving the following week.

This strategy has multiple benefits for teams, here are
just a few: 

• Enables the manager to keep track of progress and
productivity 
• Helps the manager ensure the team are clear on which
tasks are the priority  
• Helps team members plan their time, track their own
progress and identify where they could be more
productive 
• Gives team members a sense of achievement and
development, when they see what they’ve
accomplished in the week. 

You can the strategy yourself by sending your own bullet points to your line manager, or if you’d prefer
external feedback, accountability and tips, it maybe time to enlist the help of a coach (more details on
www.pressurevalvecoaching.org).

Step 4. Apply an

accountant’s brain to

delegating

So many of the people I’ve coached and managed
over the years, struggled with delegating. This
affected their productivity.  Whether they resisted
delegating because they felt the job wouldn’t be
completed to their high standards, or because they
thought it was palming their work off onto someone
else, my advice was the same – apply an
accountant’s brain!

http://www.pressurevalvecoaching.org/


Take your to-do list and identify all the items that your team members have the skills to perform (or could do
with a little support from you), then delegate those tasks to them. 

Assuming you are on a higher salary than your team, if you continue to complete tasks that they can do, you
are essentially wasting the organisation’s money because it's overpaying for tasks to be completed. Plus,
you’re eating into your productivity, as you’ll have less time to achieve the tasks you were employed to do. 

Now you may be saying ‘but what if this overloads my team?’  Good point.  As a manager, you should have
open communication with your team so they're comfortable alerting you when the workload is becoming too
much. (I would still advise checking in with them on this.  Using the weekly bullet points system in step 3 can
help).  In my experience, if you have a good team, they’ll willingly take on more than you feel you can
delegate. 

Remember: As a manager, you don’t have to personally complete all the tasks assigned to you, you
just need to ensure they are delivered. 

This tip really helps to overcome procrastination
and energy wasted on moaning! 

Either use the alarm function on your phone or
get an oven timer.  (I find the latter makes me
jump out of my skin, so you may want to opt for
the phone option!) 

Step 5.  

Set a buzzer

Procrastination:  If you know you are putting off
doing something, just tell yourself you are only
going to work on it for 20 minutes.  Then set the
timer and dive in.  At the end of 20 minutes you’ll
have chipped away at it (or if it turned out to be
easier than you expected, you may have
completed it).  More than likely, the progress
you’ve made will mean you want to continue
working on it a little longer. 

Ring-fencing moaning: This is a great tip I’ve nabbed from someone at a networking event I ran.   
We all need to let of steam at times, but too much negative talk can be de-energising, zapping our ability to be
productive.  Why not have a deal with your colleagues that you only allow each other two minutes to moan about
things?  Set the timer and let rip on what’s annoying you, then when the buzzer goes, take a deep breath and
move on. 

Congratulations! You’ve broken your
procrastination on that task.

www.pressurevalvecoaching.com  
Pressurevalve™ Ltd. Company number: 10522666 



Step 6. Corral those

distractions

Become a cowboy/girl for social media and
email.  Don’t let Instagram, Twitter etc. keep
scampering into your consciousness and taking
you off for a ride! Corral them into set times of
the day.  This will enable you to get into the zone
and work on your most important task. You can
check emails and social media later. 

Step 7.  

Take ten for zen!

There are 1,440 minutes in the day.  Take just ten of
these to do something that will make you more
productive in the remaining 1,430.  (Of course, take
more than ten minutes if you can, this is just a good
place to start building the zen muscle!) 
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Identify what makes you feel calm.  It could be going for a walk around the block, meditation/mindfulness
practice, listening to music, having a cuppa etc.  Treat this as important as other items in your day.   

Deep down we all know the importance of this advice, but tend not to follow it when we start feeling pressure.
Think about it, if an extra ten minutes was added to your day, would you suddenly have enough time?  No?
Then equally, taking ten minutes out to refresh your mind and body isn’t going to bring your organisation to a
grinding halt.

You may be feeling panic that something major will happen whilst you’re not checking.  Relax, unless you're
lone working in a nuclear bunker, if something major happens, someone will tell you.   



Step 8.  Set yourself

a deadline with a

reward

When you’ve: booked an afternoon off,
have to pick the kids up, or are going out
somewhere after work, don’t you find that
you are more focused at work and get
things done because there’s a deadline? 

Go on, give these tips a go for 2 weeks.  What have you got to lose?

http://www.ted.com/talks/jason_fried_why_work_doesn_t_happen_at_work 
Videos

Books/apps

Headspace modern meditation website and app 

Further ideas:

Would you like more help via coaching? Or by engaging experienced, temporary resource for your projects?
Then please visit pressurevalvecoaching.com and pressurevalveprojects.com 

Apply similar deadline’s everyday.  For example, agree to meet a colleague for an early lunch so that you
complete a task before then.  Join a film/book/sports club so that you must leave on time at least once a week. 

Sure, they’ll be times when something gets in the way but with commitment and focus, those times will be the
exception rather than the rule.

http://www.ted.com/talks/laura_vanderkam_how_to_gain_control_of_your_free_time
https://www.ted.com/talks/nigel_marsh_how_to_make_work_life_balance_work
Rocks, pebbles and sand story https://www.youtube.com/watch?v=v5ZvL4as2y0

https://www.headspace.com

Mindfulness for the Frazzled, Ruby Wax
https://www.amazon.co.uk/Mindfulness-Guide-Frazzled-Ruby-Wax/dp/024118648X

http://www.ted.com/talks/jason_fried_why_work_doesn_t_happen_at_work
http://www.ted.com/talks/laura_vanderkam_how_to_gain_control_of_your_free_time
https://www.ted.com/talks/nigel_marsh_how_to_make_work_life_balance_work
https://www.youtube.com/watch?v=v5ZvL4as2y0
https://www.headspace.com/
https://www.amazon.co.uk/Mindfulness-Guide-Frazzled-Ruby-Wax/dp/024118648X

