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Tips for Maximizing Your Productivity 

Understanding how you work is 
essential to building productivity 
habits that will stick for the long term.

Efficiencies and establish best 
practices starting with your biggest 
time drains.

Approach your work strategically.  
Be intentional with your time and 
decide where you chose to invest it. 

Focus on the foundational work and 
build from there. Make a plan and 
stick to it.

BE INTENTIONAL

BUILD HABITS 

INVEST WISELY

ANALYZE

TAKE THE LEAP 
Building a strong productivity plan 
is less about finding the right app or 
tool and more about understanding 
your natural ways of processing 
information, identifying your gaps, 
and being intentional about closing 
them. 

Take the time to do the thought 
work, identify what isn't working, and 
then make a plan to build habits that 
will help you be more productive
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Think About It
Do you have enough working time in the day? 

Do you feel like you are always drowning in work? If so, why? 

What are your biggest time wasters? Are you happy with your established workflows 
or processes? What would you like to change? 

How much time do you spend responding to email versus doing actual work?
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Make a Plan 
Your productivity journey starts with just one step. Find one area you want to 
improve and work on building best practice habits until it becomes second 
nature to you. Then, take another step and keep building your habits until 
your productivity becomes a central part of your workflow, strategy, and 
mindset. List areas that you want to focus on below. Mark them off when you 
have mastered them.

How will you keep yourself accountable to your productivity goals?

How will you celebrate your success?
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Productivity Hacks 
Try out some of these productivity hacks and start implementing them. 

I want to spend more time doing... I want to spend less time on...

Batch similar tasks together 

Set self-imposed deadlines

Try timeboxing 

Take short breaks to re-focus Audit your time

Theme your days 

Start doing brain dumps

Control social media 

Organize your digital space 

Manage your devices

Systematize how you work 

Get up and move

Set small goals 

Triage your inbox

Maximize biological prime-time 

Plan out your week

Automate when you can

Manage notifications
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