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INTRODUCTION

Produce more of what matters

How many times have you wished you had more hours in the day?

Productivity is key to getting the most out of life. This workbook will help you
learn how to maximize your time and increase your output. We’ll cover
everything from developing good habits to priorities and talk about ways to
overcome distractions and procrastination. So, if you’re ready to produce
moreinlesstime, let’s get started!

End performing. Choose becoming.

infinitumleadership.com
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WEEK 1| HABITS: THE FOUNDATION FOR PERFORMING YOUR BEST

WEEK 01

Habits: The foundation for performing your
best.

1.1]| Why develop healthy habits?

Habits canseemlike acontainerthat keeps yourestricted, butironically, they have the capacity to create
freedom. Withhealthy habits, youcanhave the FREEDOM FOR yourdreams. Investing inyourself and recruiting
yourwhole life will guarantee yourprogress. Habits create the underlying foundationforwhich youwill build your
productivity and success. Frederick Langbridge shared, “First, we choose ourhabits, and thenourhabits choose
us.” He said that we, like clay, work overmany years, and thenlook back uponourselves with fascinationorregret.
Willyoubecome anexquisite work orbe cracked and misshapen? Ultimately, we become what we investin.

Withso many options at ourdisposal, we must choose what we want to become and determine what those things
are. “Treat yourself like someone youareresponsible forhelping,” Jordan Petersonshares. He points out that only
1/3 of transplant patients take the medication prescribed to keep theirdonated organs healthy. Anotherstudy
shows that only 10% of people changed theirlifestyles two years afterheart surgery. Why is that? One word: HOPE
- whatyoubelieve about yourself and your future determines what youwilland won’t do. Before youimplement
new habits and eliminate old ones, youmust believe that this progress is worthit - that yourfuture selfis worth
investingin. Yes, there will be short-term sacrifices, but there will also be long-term rewards. And just like vital
organs, yourchoices are vital. What will youreveryday life be? Since you've already taken the step to read this far,
you’re already committed to yourself.
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WEEK 1| HABITS: THE FOUNDATION FOR PERFORMING YOUR BEST

EXERCISE

Your future self

- N
EXERCISE
Imagine who youwillbe in5 years if youhave steady progressininvesting inyourself. What are they
wearing? What is theirlifestyle? What values do they exude? How do they understand who they are? What is
theirreputation? What purpose do they have? What is theirinfluence on the world? Draw amindmap that will
be useful foryourreference inchoosing habits that will help youinvestinbecoming this person.
VALUES LIFESTYLE
Your future self
PURPOSE INFLUENCE
If you haven’t done so already, complete Choose Becoming: A Quarterly Review (the 12 Advances for Flourishing
Leadership) to get a picture of where you will have the most impact in creating habits.
05
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WEEK 1| HABITS: THE FOUNDATION FOR PERFORMING YOUR BEST

1.2 | HOW TO CREATE A HABIT

A | Michael Hyatt's SMARTER framework.

Here are 3 great modelsforcreating habits and goals. These three systemswork togetherto strategize goal settingand
making changes so you can address what will level you up.

SPECIFIC

MEASURABLE

ACTIONABLE

RISKY

TIME-KEYED

EXCITING

RELEVANT

Onceyouhaveagoal

Make yourhabit exactly what youwant to accomplish so that there isno doubt that you have
achieved what you want.

“If you can’t measure it,you can’t manage it.” Put some numbers toit like money, time,and how
many widgets.

Start withan actionverb. (Google: “powerful actionwords” foralist).

Make it audacious enough thatitis ambitious, andit requires commitment. Stretch yourself out
of yourcomfort zone but not so farthatit’simpossible.

When will you be able to accomplish this goal? “A goal without a date,” Hyatt warns, “isjust a
dream.” But,whenyou putit onyourcalendar, it getsdone, and you can hold yourself capable.

If this doesn’t sparkjoy, try again! Thisis your transformation, andif it doesn’t get you going
today, how willyou get out and doitin unfavourable conditions? Think about something that is
truly rewarding foryou.

This goal must align withwho you want to be - yourvalues, your current abilities and
compatibility withwhere you are and where you are going.

,Hyatt has a Full Focus Plannerthat you caninvest in. Goals are more achievable if you write them

down andreview them frequently.

infinitumleadership.com
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WEEK 1| HABITS: THE FOUNDATION FOR PERFORMING YOUR BEST
1.2 | HOW TO CREATE A HABIT

B | Michael Bungay Stanier’'s How to Begin
method

Setting goals “unlocks ourgreatness by working onthe hard things.” The first part is finding aworthy goal - and he
says, make acrappy one to start with! Aworthy goalis:

THRILLING Is yourgoal worthcommitting yourlife to? Is that who you truly want to be? It's not an
obligation, butitis cool, fun,and bold. It’s anadventure youwant to have.

IMPORTANT It’s notjust about serving yourself. Canyou give more to the world thanyou take, through
this venture?

DAUNTING Willyouactually put yourself out there to become the personyouaren’t today? It should
make youjustabit nervous and excited because the journey of becomingisn’tabout
playingit safe.

C | Immunity to change by Robert Kegan and Lisa Lahey

Robert Keganand LisaLahey are renowned adult learning and development psychologists. Theirbook Immunity
to changeaddresses howto make lasting change. There is agap between our current ability and hope of what we
canbeanddo.

INTENTION TO CHANGE GAP ACTUAL DESIRED CHANGES

Closing this gap is not as easy as changing bad habits into good ones. Humanwillpoweralone won'tdo it.
Besides, white knuckling our future self into existence only creates self-righteousness, pride, and astrenuous
lifestyle. So how canwe develop habits that are compassionate to ourselves and others? It will take some
introspectionto discoverwhy we do what we do.

infinitumleadership.com 07



WEEK 1| HABITS: THE FOUNDATION FOR PERFORMING YOUR BEST
IMMUNITY TO CHANGE

See the commitments beneath the
behaviour

What | do to sabotage Competing Underlying assumptions

that goal commitments that lead behind those competing
me to sabotage my goal commitments

Become amore effective | compare my speaking To notbecome full of I needto be funny or tell
public speaker: feel more presence to others and judge myself stories inorder to be
confident, focus more on myselfto be less interesting. interesting.

my message and audience

rather thanmy anxiousness | pay attentionto the To not be seen as arrogant | am not inherently interesting.

butterflies inmy stomach
while I'm speaking.

I look at people’s non-verbals To not feel like a fraud Others have more interesting
to see whether I’'m making things to say than| do.

sense. | focus onthe people

who don’tlook engaged.

To not take myself so If I can’tbe interesting, | will
seriously be exposed for the fraud.

People’simmediate reactions
are good sources of
feedback.

Column 1| Goal

Create ahabit that would give youthe most progress inwhat youwant to become. Itis something you
could do, something youshould do. This habitis essential and will make you feel fulfilled if youcan put it
into practice. This habitis personal - itincreases yourresponsibility and doesn’trely onothers to doitfor
you. Now, hereis the trick - state it positively!
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WEEK 1| HABITS: THE FOUNDATION FOR PERFORMING YOUR BEST

IMMUNITY TO CHANGE

The five columns explained

Column 2 | Opposite behaviours

List all the things you doinstead of doing what youwrote
downincolumnl1.What keeps gettinginthe way? Thisis
essential information for starting your new behaviour.

Column 4 | Assumptions

What liesunderneath yourimmunity to change? Reflect
onthe unconscious, often unspoken patterns of thinking
that uphold the opposite behaviours andresponsesto
eliminating them. Aftersome time, you should get an “Ahal
That’s why I'm doing that!” Dealing with these limiting
beliefsand ways of existingis the pathway tolong-lasting
change. Challenge these assumptions forwhat they are
and explore what otherways of being will serve you
better.

Column 3 | Immunity to change

Confront yourcompeting commitment. What would your
life be like if you did the opposite of column 27 What
comesto the surface whenyou think of giving these up?
Fears? Judgments? Relationships? Thisis yourimmune
response to change. It needsto be neutralized to start
yournew habit. Thisis the real problem, and whenyou
address this - successis more probable.

Column 5| Released

What would your thoughts be if you operatedinthe
opposite way? What new thinking and behaviours do you
needto support the first column - your goal? What new
identity canyoutake on?(If you say, “lamarunner,” you're
more likely torun).

r
EXERCISE

Complete the chart forthe ONE capstone goal that will give you the largest transformationinyourlife. Whois
the one personyou can share thiswith? (Don’t overshare! The problem with goal settingisit releases the same
amount of dopamine as actually accomplishingit! Whenyou keep yourgoal between you and one person to
hold you capable of yourtransformation, you have a better chance of following through.)

infinitumleadership.com
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WEEK 1| HABITS: THE FOUNDATION FOR PERFORMING YOUR BEST

1.3 | TIPS FOR STI

CKING TO YOUR NEW HABIT

Build habits that can hold

Sometimesldon’t want to go to the gym. Most of my habit hacks come from thisand James Clear'sbook Atomic Habits.

INVESTMENT

RHYTHM

SCHEDULING

REWARDS

TRACKING
STREAKS

START SMALL
AND DIG DEEP

infinitumleadership.com

When|decidedto gobacktothe gymafterthe pandemic, | knew |had to commit to keepingit
going. | paid forthe annual membership upfront. Not only did | save money thisway, but l also
calculated what each session would cost if | stuck to my plan. | had a dollar figure for my
investment or a dollar figure lossif Imissed a session.

Pick a sustainable pace that fits your goal. Set things up to be supereasy in the beginning. When
you are consistent and improve, things will get harder, but you’ll avoid burnout orinjury. You want
tomake it easy enough that there are no excuses, which goeswell with scheduling.

| already have my habit scheduled onthe calendar.James Clearrecommends this format, “I will
[BEHAVIOUR] at [Time] in [Location].” Thisis the start of the habit, and with enough repetition,
youstarttodoit automatically. Forinstance, | would have to do more work to un-schedule my
gymyvisit. Plus, if |cancel late, they charge me afee. Every week | book my sessions as farin
advance and pattern the rest of my life around this.

Have you heard about gamifying? Set up yourhabit to earnareward that contributesto your
journey if youcomplete alevel, like inavideo game. Afterlwent to the gymfor2 months
straight, | didn’t reward myself with a fried chicken feast but a new pair of shoes that would
encourage the habit.

Everwonderwhy prisoners etch the number of daysimprisoned on the wall? Visual cues create
motivation andresilience because you can tangibly see your progress. My heart rate monitor
and app share which classes|do and how effective my work was. | take it anotherstep and share
that information on social media - not to boast but to keep myself accountable forbeing
healthy.If Imiss a session, |l allow it forsickness and travel - otherwise,|Ineed to startanew
streak.Nevermiss twice and get back ontrack as quickly as possible.

Make the goal so easy that you would have to be afoolnot to doit. When |went to the gym, my
goalwasjust to go! You'll eventually get a haircut if you hang out at the barberoratattooif you

frequent the tattoo parlour. When you make your goal so easy and small,you put yourself inthe
right environment where more could happen!Make your first step “So easy you can’t say no.”



WEEK 1| HABITS: THE FOUNDATION FOR PERFORMING YOUR BEST

1.3 | TIPS FOR STICKING TO YOUR NEW HABIT

Consistency creates momentum

POWER OF
CONSISTENCY

ELIMINATE
OBSTACLES

NEW
CHALLENGES

Whenldon’'t want to go to the gym, Ichange that day’s goal: just put onmy clothes and
checkinatthe gym. lletmyself takeiteasyif Ineed to becauseitisn’'treally about what I can
accomplishthat day - it’s about maintaining consistency. James Clear shows that if youget
just 1% betterdaily, youexperience compound interestinyourself and willbe 37.78 xbetter
inayear.

One of thereasons luse the gym as my example is because this habit puts everything else
into placeforme. To getto my 6 AMclass, | have to wake up at 5:15 AM. That means | have to
make good choices at night! So, Idon’t snack and watchTV; | have to start winding down,
do my night routine and getto bed early to sustainmyself. Whenthings get out of whack, |
feelit. Youdon’t have to create any self-inflicting punishment. Whatever pushes against
yourgoal hurts enough!

Once things get going and youadapt to yournew habit or skill, you’llwant to get curious
about yourabilities. Experiment. Could youdo it twice inarow? Ask, what would the next
levelbe forthis? Make anew challenge about play! The gym always has aheavierweight, a
higherbox, orafastertime thatcanaimfor, and |go forit eachtime that pops up inmy
head. And, yep, once linjured myself - so watchout!

r

EXERCISE: CREATE A HABIT

Using the above

habit hacks build onyourcapstone habit with a planthat schedules and rewards youfor

yourcommitment.

infinitumleadership.com



WEEK 1| HABITS: THE FOUNDATION FOR PERFORMING YOUR BEST

1.4 | TRANSFORM

SETBACKS INTO FEEDBACK EVENTS

Turn setbacks into learning

Productivity iskey to

successinany field. However, staying focused and productive is not always easy, especially when

you face setbacks. Before we start, let’sredefine the setback. If youzoom out onyourtimeline and determine that this
event will be afeedback event that will catalyze new growth and strategies,youdon't needto categorize itasa
setback.Learn how to fail fast and bounce back, making mistakesis all a part of the process whenyoulearn and adjust.

DON’'T GET
DISCOURAGED

IF/THEN HACK

ANALYZE
WHAT WENT
WRONG

infinitumleadership.com

Whenyou face asetback,it’'seasy to become discouraged and give up. However, it’'simportant
torememberthat everyone faces setbacks, andit’simportant not tolet them discourage you
fromreaching yourgoals. Determine away to frame this positively and create anintentionto
take the next step forward.

Things come up, and streaks are broken, but you can devise aside rule: “If I sleepinand miss the
gym, lwillgo ona 30-minute walk.” You may be tempted to make this a punishment - don’t play
that game if you want to keep yourintention.Remember, thisis about accomplishing your goals,
somake yourif/then aversion of keeping yourmomentum going.

Whenyou analyze what went wrong, you can learn from your mistakes and improve your chances
of successinthe future. Life isalearninglaboratory, and you now have valuable informationto
stay on track with your habit.



WEEK 1| HABITS: THE FOUNDATION FOR PERFORMING YOUR BEST

1.4 | TRANSFORM SETBACKS INTO FEEDBACK EVENTS

Turn setbacks into learning

RECALIBRATE

GET HELP

START AGAIN

Sometimes,it’s helpful to take some time off aftera setback to clearyourheadandreturn
strongerthanbefore.Set atime toreflect onyourfoundational work (especially the Immunity to
change framework) and think about it as clearly as possible. Modify your plan to make it more
achievable and something that will give you a quick return.

Reach out to someone with whom you can share your setback. This person will encourage you
and support youwhere youwant to be. They should be a goodlistenerwho seeks to understand
you, show empathy and partnerwith your goalsinstead of someone who fallsinto the advice
trap.

Imagine what will happenif you continue on the setback trajectory. Next, compare that result to
getting back on the bicycle and headingin your desired direction. You may have some scrapes
and bruises, and those will heal. You'll notice that you already have alot of momentum going for
youwhenyou think back towhere you started. If you start again, you can make the most of your
previous work.

infinitumleadership.com



WEEK 1| HABITS: THE FOUNDATION FOR PERFORMING YOUR BEST

REFLECT AND REINFORCE

Resources to help you with habits

r I
EXERCISE
Think of ahabit that you are having difficulty implementing. Try reframing what you are doing as alearning.
Talk to yourcoach oraccountability partnerand considerrevisiting the Immunity to change Exercise with
what youhave learned.
Free to Focus How to Begin
by Michael Hyatt by Michael Bungay Stanier
Immunity to change Atomic Habits
by RobertKegan & LisalLahey by James Clear
The Power of Habit Daily Rituals: How Artists Work
by Charles Duhigg by Mason Currey
Hooked The Slight Edge
by Nir Eyal by Jeff Olson
infinitumleadership.com 14



WEEK 02 | TIME MANAGEMENT

WEEK 02

Time management

What gets scheduled - at a specific time and place - produces results.

Answer these questions:

1. Whereareyoumostproductive?

2. Whendoyoucreateyourbestdeliverables?

3. Whatdistractions do youneed to eliminate?

4., Howdoyousetyourselfupforaworksessioninthe flowzone?

5, Whatrhythms of work, restand reward can “gamify” yourlife?
6. Whatismostimportantto blockoffinyourweeksoyoucangetyourworkdone?
7. Howdoyousetupyourpriorities?

8. Whendoyouevaluate and modify yourschedule?

We will provide some points foreachquestionso that youcanproduce yourbest workinthe leastamount of time.

Let’sfaceit. Alotof timeis wasted. Have youeverheard, “Whenlwork fromhome, Iget so muchdone!” The
boundaries required to produce workdon’t need to rob yourfamily and free time!

infinitumleadership.com



WEEK 02 | TIME MANAGEMENT

2.1 | MAKE YOUR TIME IN YOUR WORKSPACE WORTH IT

Design the space for proficient work

lused to have ahorridly ugly office. It was so distracting, and with just under $500 at Ikea, | made it a space Iwant to be
in.lstoppedleavingwork early,had more energy, and produced betterwork.

The first thing you willneed to dois set up yourworkplace for proficient work. Thisis time management! Making the
space worthyourtime isafoundation forthe otherstepsinthis guide. Youwill be in this place forhours;itisworth the
investment to be safe, comfortable, and efficient. If your office ordesk has sounds, smells or sights that take away your
productivity, those things must be changed.

Here are some things to consider (google)!

LIGHTING

POSTURE

SOUNDS

SMELLS

SIGHTS

DISTRACTIONS

What work and mood lighting give you energy?

Isyourdesk, chairand computerset up properly?

What background noise orsilence canyoucreate?

Essential oils orno smells caninfluence yourwork.

What can pick up yourmood, whetheritisanarearugora picture?

If people can easily make eye contact at yourdesk, canyourepositionit orget a privacy screen?
What else takesyou away fromyour focus that you can eliminate?

ENVIRONMENT What plants, aircirculation, humidity and beauty can be adapted?
SIGNS What explicit and polite way canyou tell yourcolleagues that you are infocus mode toget a
project done?
SYSTEM What isyourworkflow, and what needs to be nearso you canreduce unnecessary movement?
BOUNDARIES Youmay need to plan a difficult conversationif your colleague isn’t respectingyou. You can start
off by asking for help because you are starting a new productivity system foryourwork.
r I
EXERCISE
Setupyourworkspace forproductivity. Needinspiration? Head overto Ikea - but set abudget before you do.
Thisisaninvestmentinyourproductionandbottomline.
infinitumleadership.com 16



WEEK 02 | TIME MANAGEMENT

2.2 | PRIORITIZE CREATIVE DELIVERABLES

Put the big rocks first

Before lopenanemail, lwrite. Email and social media messageslet someone else set youragenda. You control your
energy whenyou choose towork onyour creative deliverables before gettingbombarded with everything else. Most
people produce theirbest work in the morning afterthey have afull tank of sleep and food. Don’t give that finely-tuned
engine to someone else!Here’s a quick story:

Aphilosophy professoronce stood before herclass with alarge, empty jar. She filled the containerwithlarge
rocks and asked if it was full. The students said that it was. She then added little pebblesto the jarand askedif it
was now full. The students agreed that the jarwas completely full. Astudent caught on to the illustration after
she pouredin the sand. “There stillis more that can fitin!” “You’re quite clever,” the professor exclaimed as she
pouredwaterinto the large jar.

Accordingto the instructor, the containerrepresents one’slife. Forthe philosopher, the rocksin the jarare
equivalent to the mostimportant thingsinyourlife, butlet’s talk about thisillustration asit relatesto yourwork.

The bigrocks are the essential contributions you need to move your project or business forward. You will be invaluable if
you get metricsonwhere yourwork brings the most value to yourcompany and bring your best work to those tasks.

If youfocus onsmalland unimportant things, you will have noroom forwhat is truly important. So, in order to maximize
your productivity, you must prioritize the essentials. You can worry about pebbles and sandlater.

< ™~
EXERCISE

Create alist of yourtop three deliverables. Schedule a time each day when you will have your no-distraction
focustime.What doyouneedto do toensure you're able to carve out that time and space?

Pareto principle

To truly up your game, you must finish more in less time, focusing on your most important tasks first. Thisis called the
80/20 rule, orthe Pareto Principle.The ideais that 20% of your effort produces 80% of yourresults. So, if you can
identify and work on the 20%, that will be the most productive use of yourtime - these are yourbigrocks.
Concentrating onyourrocks willmake you get more done inless time and consequently, yourwork is easier.

infinitumleadership.com 17



WEEK 02 | TIME MANAGEMENT

2.2 | PRIORITIZE CREATIVE DELIVERABLES

Turn priorities into output

Todothis,youneedtounderstand a “deliverable.” Adeliverable is anything that can be measured or quantified that you
produce inyourwork. It could be a project plan, areport, an analysis, orevenjust anidea. Once you have identified your
deliverables,youneedtosetadeadline.Whatisyourdaily, weekly,and quarterly quotient?

Deadlines Task list

The key to meeting deadlinesisto break your One way todo thisisto create atasklist foreach
work downinto smallertasks that you can deliverable. Write down all the tasks youneedto
complete inashorterperiod. Forexample, if you complete to finish the deliverable. Then, prioritize
have a deliverable due intwo weeks, break it down the tasks by importance andurgency. Work on the
into tasks you can complete in one day, one week, mostimportant and urgent tasks first.

orone hour. Thiswill help you stay on track and
meetyourdeadline.

Manage energy, not time
Youwillwork betterif youmanage yourenergy overbeing a slave to the work clock.

Managing energy is key to productivity. When you understand your own energy cycles, you can work smarter, not
harder. Forexample, | know that |am most productive in the morning. I try to schedule the mostimportant tasks forthat
time block.lalso avoid scheduling meetings or calls for the late afternoon when my energy startstowane.

Anotherway to manage yourenergy isto take breaks. | oftentake abreak aftercompletingatask orat the endof a
workday, allowing me torefresh andreset forthe next task.lam more productive if | take short breaks throughout the
day instead of one long break.

What works foryou? Experiment with different methods and find what works best for managing yourenergy and
maximizing your productivity.

Keep track of your work output and time

“What getsmeasured, gets managed” was noted by a buddy of Copernicus, mathematician Georg Joachim Rheticus.
Whenyou track how long youwork on something, you getimportant information onwhenyou work well, what kind of
projectsyou are effective at,and how to bill your clients. Effectively youwill learn the cost of your time foryourself and
foryourbusiness, helping you know whento say yes orno to projects.

infinitumleadership.com 18



WEEK 02 | TIME MANAGEMENT

2.2 | PRIORITIZE CREATIVE DELIVERABLES

Make progress visible

Kanban board

The Kanbanboard is atool that prioritizes work by value and manages youreffort. It hasits origins inthe 1940s by
Toyotaas anagile methodology, designed to help manufacturers visualize theirworkflow. Ratherthantrying to do
too many things at once, the Kanbanboard helps define what needs to get done and gives you arealistic view of
how muchworkis actually inprogress.

AKanbanboardis like ascoreboard forwork. It helps youfigure out whatis mostimportant and howto doit. The
board has different columns withlabels like "Ready”, "Doing" and "Done". To move tasks from one columnto the
next, youhave to complete eachstep inorderuntil the taskis done. Eachcolumnhas acustomisable work-in-

progress limit. This helps youlimit multitasking, whichis provento reduce efficiency and quality of work.

Youcanuseitto estimate howlong tasks will take and thenmove items through from start to finish as they get
completed. This makes it easy to visually track your progress and make adjustments quickly if somethingisn't
going as expected. Whentasks remain stuck, youcanpark them instuck and determine if there are any
commonalities thatinform productivity decisions. Plus, having all this informationlaid outinone space makesiit
easierforyouto stay focused onimportant tasks instead of getting bogged downwith busy work.

Creating aphysical Kanbanboard canhelp youto organise yourworkflows and optimise time management. You
canmake yourownusing boards, cards orawhiteboard.

TOP 3 ONLINE KANBAN TOOLS

1. Trello 2. Asana 3. Monday
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WEEK 02 | TIME MANAGEMENT

2.2 | PRIORITIZE CREATIVE DELIVERABLES

Focus in short bursts

Pomodoro timer

Anotherway to stay ontrackis to use aproductivity toollike aPomodoro timer. The Pomodoro techniqueis atime
management strategy that helps youbreak downworkinto smaller chunks.

To use the Pomodoro technique, set atimerfor25 minutes and work on one task until the timergoes off. Then,
take afive-minute break. AfterfourPomodoros, take alongerbreak of 15-20 minutes.

The Pomodoro technique is a great way to stay focused and avoid burnout. It canalso help you track your
progress and see howmuchyoucanaccomplishinashort period of time.

There are afew otherthings youcando to increase your productivity. First, make sure youhave aclear
understanding of what youneed to do. This means having adetailed tasklist orproject plan. Second, setrealistic
deadlines and ensure youhave enough time to complete the task. Third, eliminate distractions by turning off your
email, social media, and phone. Fourth, take breaks whenyouneed to and don’t try to work forlong hours without
taking abreak. And fifth, find a productivity tool that works foryouand stick withit.

Productivityis allabout focus. Focus onyourmostimportant tasks and deliverables, and you willbe more
productive. Use the Pomodoro technique, take breaks, and eliminate distractions to help youstay focused.

QUICK THINGS TO DO:

O Keep track of the time youspend oneachtask
O Useatimerto trackyourwork time

O Trackyourprogress overtime
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REVIEW

Taking the next steps

Productivity is all about discipline and finding what works foryou. There is no one-size-fits-all solution, but there are
some helpfultoolsto getyoutowhere youwant to be. First, we talked about motivation and setting goals. Second, we
coveredthe habits that will transform who you are and what you can produce. Finally, we introduced some time
management hacks so youwork yourbest and avoid burnout.

~ ™
REFLECTION

What major change do you have the most energy to start doing today?

Taking the next steps

Workbooks are great at generatingideas, and you may be able to take your goals to the next level. Most people will
download thisworkbook andread alittle. If youmade it thisfar,you've already taken a big step. What was most helpful
foryou?

Get the most in your productivity with coaching!

Whenllearned piano,Ineededateacherto gotoeachweek and getinput onmy progress. Not only did she help me
learn techniques, but provided motivation since she was a partner, holding me capable of beingthe best Icouldbe. It’s
the same with everythingI've really wanted to improve on, fitness & nutrition business & career.

Let me be clear:youdo not need coaching. Infact,nobody needs coaching. The questionis, do you want coaching?

Ibelieve in coaching so much that I've had my own coach foryears. That’s because | love having someone who believes
inme.llove having someone hold me to acompelling vision and track my results. | love someone who doesn’t believe in
the negative stories|tell myself orthe fears that hold me back.

I perform my best with coaching and focus on completing high-stakes goals. How do you achieve yourbest?
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COACHING

Why coaching?

lused to think that coaching was awaste of money. Immediately, my defences went up whensomeone suggested
it. Idecided lwould lead alone.

But thenlwas paired withacoachand founditto be the besttoolforpeak performance. Ifinally had asupport to
getmeunstuck and executing clearstrategies to lead well.

Isawmy employees’ engagement and productivity increase. |didn’t have to work so hard because my plans and
leadership were compelling. Newemployees told me, “You're the bestboss I've everhad.” Clients said, “Thank
you, this changed my life.” It all started with coaching.

No leader leads alone

“Ifyouwantto go far, go together.”

Isolated leaders are inadangerous situation. Evenonteams, leaders need supportinnavigating their
complexworld. Leaders who lead alone experience:

e Highburnoutand sickleaverate e Team confusionfrom unclearcommunication
e [ncreased conflict withteam members ¢ |nconsistent strategy leading to chaos

e Overworkwithlittle results

It would be a privilege to discover your
conversation beneath the conversation
Executive Coach, MA, PCC The talk you're going to have with
yourself, your team, and your future.

Jonathan Evans

Book a 30-min Discovery Call

infinitumleadership.com 22


https://infinitumleadership.com/discovery-call/

COACHING

What is coaching?

Coachingis the mostimportant conversation you need to have with yourself. Like partners
in conflict, you need a mediator to sort out thoughts, emotions, and obstacles.

Coaching unlocks the prison leaders call lonely.

A partnership invested inwhere youwant to go, A practice to generate solutions, accelerate
what’s getting inthe way, and howyoucanget personal transformation, change team cultures
there. andincrease innovationonacorporate level.

Anopportunity to meet withaconfidential
partnerto exploreideas and uncoveroptions
youmay not see onyourown.

Get the advantage of coaching

e Ongoing executive coaching — three, six, ornine months — following your Clarity Intensive
e Resourcesto sharpenyourstrategy and communication

e Weekly text and email support

e Assessmentstoincreaseyourself-awareness and development.

e Acheerleader, strategic thinker, and encouragerinyourcorner.

Book a 30-min Discovery Call

infinitumleadership.com
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@ infinitum

It would be a privilege to
discover your
conversation beneath the
conversation

The talk you're going to have with yourself, your team, and your future.

Book a 30-min Discovery Call

End performing. Choose becoming.

infinitumleadership.com jonathan@infinitumleadership.com

infinitumleadership.com
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