Productivity

The efficient use of resources
to produce goods or services




Productivity

e Planning & organization
e Prioritization
o Energy




If you fail to plan,

you are planning to fail

~ Benjamin Franklin




Productivity

e Planning & organization
o Objectives

o Actions

o Resources

o Implementation
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Habit 3.
Put first things first







It’s easy to say no
If there’s a deeper “YES!”
burning inside.

~ Stephen Covey
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URGENT
Q1

Crises

Pressing problems
Deadline-driven projects,
meetings

NOT URGENT
Q2

Relationship building
Values/purpose clarification
Prevention

Planning

True re-creation

NOT IMPORTANT

Q3

Interruptions

Some mail, phone calls or
meetings

Some pressing matters
Many popular activities

Q4

Trivia

“Busy work”

Some phone calls
Time wasters
“Escape activities”
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"The Key is not to

prioritize what's

on your schedule,
but to schedule

| \ your priorities.

\ ~ Stephen R. Covey
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Habit 7:
Sharpen the saw







Physical Mental

Exercise, Be Healthy, Sleep, Relax Learn, Read, Write

&

Spiritual Social/Emotional
Journal, Think, Pray Serve, Laugh, Be a Friend

J|
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"Don’t ever neglect sharpening the
saw. Don’t come up with reasons
for not doing it.

Pay the price — the dividends are
unbelievably marvelous!”

~ Stephen Covey
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e Planning & organization
e Prioritization
o Energy
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What would
greater FOCUS
do for YOU?




Focus




Focus
Interest = Intentlon




i VISION
P In Progress v

* Website e Xmas prep °
* Find proof-|« |nvoicing .

reader |« Plan trip -
» Contract :
* Write blog .
+ LinkedIn Max. 3-51.
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PURPOSE & VALUES

/| \




Motivation

o [nterest or desire

o Values, purpose, vision & goals
o Responsibliity & accountability
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e Planning & organization
e Prioritization
o Energy




Focus
Interest = Intentlon




Motivation

Productivity

$

Focus




Which tool or
activity do you
choose to work
with?




What are you
committing to?



Conclusions

1 Start with one tool or process — it
will affect all others

2 Begin with what's most important
to YOU

3 Don't ever give up!
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Thank you!

Monika Becker
604-816-4056
Monika@ClearDirections.ca
www.ClearDirections.ca




