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5 Productivity Tips To Get The Most Out Of Your Week
By Andrew May

A survey by Microsoft showed that since the year 2000, the average attention span has dropped from 12 seconds to eight seconds, one second less than a goldfish.

The researchers hypothesise the incoming streams of information from multiple screens causes us to fragment attention. We may be able to consume more knowledge and multi-
task slightly better but at the cost of diminishing attention span. The acceleration of technical connectivity and masses of people working from home has eroded our attention even
further. 

While distractions can be tolerated during simple tasks such as email, it compromises your ability to complete high-level
cognitive tasks. You know, the stuff that matters - the real work. That thing you call ‘your job’. But all is not lost, and there’s no
need to concede defeat against your digital devices. Becoming aware of the lure of technology and its impact on your
productivity is the first step. The next step is to rebuild the way you set up your working week. And there are five must do’s
that help you focus better than a fish. 

Five productivity big rocks

There is a famous Steven Covey story where he spoke about putting together a fish tank. When you go to a pet food shop,
you buy the tank, big rocks, gravel, sand, a floaty thing and of course, the little goldfish. I’m about to ask the obvious: but
what is the best way to assemble the tank? Of course, first, you put in the big rocks, then the gravel, the floaty thing, sand,
water, then your little fishy. The problem with the way so many people operate at work is that we first flood the tank (call this your diary) with water (let’s call this email), then we
squish in the sand (we’ll call that meetings), then if we have any capacity leftover we try and squeeze in the big rocks with much needed time (but all too often nowhere near
enough) to think, to plan, to be creative, and to get into the flow (working without distractions). 

1. Weekly plan

At the start of the week (Friday arvo or first thing Monday morning), spend 30 to 45 mins looking at the week ahead and getting ready for the important ‘performance moments’
coming up (these include meetings, presentations, one on ones, proposals due).

2. Team meeting

Lock-in 30 to 45 minutes where you and your key team members talk through the week ahead and the best use of resources, main goals for the week. Try and anticipate any
challenges that might arise. I like doing this first thing on a Monday morning.

3. Daily warm-up

Just like an athlete warming up before a competition, you can’t be expected to press a button and your brain to dive into focused work. And if you have been on email, social media
and news feed that morning, you consciously need to put a hard stop in your diary and sit down for five to 10 minutes with a mindful approach to the day ahead. Ask questions like:

What is the best use of my time today?

What are the four or five tasks I need to complete?

Who do I need to connect with today?

How do I best prepare for ‘performance moments’ throughout the day?

4. Deep work

Deep work is the concept of cocooning yourself for two to three hours (Settle for 60 to 90 minutes if you’re busy or if you find it too difficult to concentrate for longer periods) and
focusing on high-level cognitive tasks without distraction. Turn your mobile onto silent, turn off your email notifications and get into flow and think, plan, strategise, create and do.
The reality is most office workers these days have no time for deep work. Cal Newport refers to this as ‘deep work.’

5. Rear-view mirror

At the end of the week (Friday for most people), lock time in your diary and look back at all of the meetings, presentations, sales calls that you had. Have you followed up and sent
everything you said you would? What is the next action? 

Looking in the rear-view mirror at the end of the week helps you have a proper weekend (not a weekend catching up on email and unfinished tasks) without constantly thinking
about work. It also sets you up to have a relatively blank canvas when you start to work the following week.
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When it comes to researching, writing and podcasting about the world of productivity, people - love a good hack. A productivity hack promises us an
easy way to achieve so much more in so much less time.

Why Productivity Hacks Won't Help You Be More Productive

Are you frustrated by inefficiencies that waste time? With everyone wanting to achieve more as quickly as possible, time has become a precious
commodity that needs to be used with great care, and protected fiercely. A lot of workplace pressure and 'stress talk' may have their origins in overload
of work schedule, but are manifested through inefficiency of time use.

Are You Leaking Time?

There's no doubt running your own business is hard work. Often it feels like there are just not enough hours in the day to get things done: pitching for
work, doing the work, paying the bills, catching up on paperwork and somehow picking up dinner on the way home.

How To Make Better Use Of Your Time And Get More Done
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