
2020innovation.com

Productivity Maximisation –
cutting out the distractions
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Agenda



So many distractions

Is your phone / Teams / 

Emails off now? 

Here are some ideas

Find the best

Make new habits



“Know Thyself”



Most productive

When do I work best?

How do I work best?

What do I need to work at my 
best?

What annoy distracts me?

What relaxes me?

What focusses me?

What’s my favourite work?

What am I good at?

What am I not good at?



What are 
you 
like? 



Internal

Want to think before a meeting

Want to be alone not “talk it 
through”

Putting words into action can be 
challenging

Others find your silence 
disturbing

External / Verbal

Like brainstorming

Talk about feelings

Talk aloud to yourself

Want to talk before solutions

Others find you chatty

How do you process?



What are you like? 

When are you at your best?



Take control of 
your day



Match activities

To time

To place

As much as you can

Being respectful to others











Urgent Not Urgent
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t DO (Do it now)

Call client.

Write article.

Mentor key staff member.

DECIDE (Schedule time to do it)

Exercising.

Call family & friends.

Do CPD.

Big client report.

Long-term strategy.
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DELEGATE (Who can do it for you?)

Scheduling interviews.

Booking flights.

Approving comments.

Answering certain emails.

Sharing articles.

DELETE (Eliminate it)

Watching television.

Checking social media.

Sorting junk mail.



Delegate

If you can’t recruit who 
you want, do you need 
to change who you 
want?

How much would you 
pay for more time?



Urgent Not Urgent
Im
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t DO (Do it now) DECIDE (Schedule time to do it)
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DELEGATE (Who can do it for you?) DELETE (Eliminate it)



When and where – does it make a difference?

Employer may have a policy!

Where can you think, where can you be creative, where can you 
collaborate?





My door is always 
open…
But I’ll be annoyed

I wont focus on you

I’ll lose progress on this task

Block time

Diary says “Busy” or “Available”

Same for clients? SLAs?



The perfect week

Plan for space for emergencies

Breaks are good

Output not Hours

Am I even doing the right stuff?

Evenings

Try not to work

Buy an alarm clock – turn off 
phone

Delay sending emails – don’t 
make it a race to respond

More water less alcohol

Sleep more

The perfect week



Section Title



Meetings V Emails



MEETINGS EMAILS

Sometimes, the most productive 
meeting is the one that never 
happened



Self-interest

Direct financial interests in a client

Undue dependence on fees from a single 
client

Concern about potential loss of a client

Contingent fees

High profile client





Be prepared

Agenda in advance

Proper reports

Ask questions

Be clear about expected outcome

Invite fred@fireflies.ai



Meeting blast radius

No meeting mornings / Mondays

Have less people in meetings

Decline or leave



Emails V Teams V 
Leave me alone



Need to know?

Do I need to know?

If yes, how?

Teams

Meeting

Chat

Channel



What do you think?

Do we need a policy?

All internal comms off email?

Think about link to CRM / data 
protection / proving Quality Control



In Summary – 10 
Top Tips



10 Top Tips
1. Understand how you work best

2. Manage your energy, not just your time

3. Build a better to-do list

4. Take control of your day

5. Batch tasks by time & have “unavailable” time



10 Top Tips
6. Prioritise healthy habits & take a break (or  few)

7. Change your scenery to match your work

8. Have fewer meetings

9. Improve your communication methods

10.Investigate productivity tools
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