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14-20% decrease in cognitive 
function when interrupted.

~ Carnegie Mellon study



Where to Start

◉ If you get to the end of the day and don’t have 
an accurate way to know where the day 
went...

◉ Start by writing down the 3 things you 
accomplished to move forward that day…

◉ Track your time.





In the Zone

◉ Where are you most effective?
◉ What are you strongest at or needed for?

○ What do I complete efficiently?
○ What do I do that no one else can?
○ Where do I enjoy spending my time/workday?



“

What if I’m not sure what I’m 
strongest (or weakest) at?



“

“Urgent things are seldom 
important and important things 
are seldom urgent.” ~ President 

Eisenhower





Prioritization

◉ You want to spend the majority of your time in #’s 1 and 2.

◉ Schedule #1 or it won’t get done.

◉ #3 should be delegated or lower priority.

◉ #4 you dump or do it later.







The LS Team 
Productivity Guide





Our Must-Haves
Here are the tools and processes that are used across the entire 
organization.

1



Block and Tackle

◉ Plan out your day. Estimate tasks time and 
stick to your blocking schedule as closely as 
possible.





Block and Tackle

◉ Plan out your day. Estimate tasks time and 
stick to your blocking schedule as closely as 
possible.

◉ If something changes (Urgent + Important), 
update it in your calendar.

◉ Review at the end of the day.



Project Management



Planning

◉ Reflection -> Goals -> Action Plan



Goals

◉ Specific
◉ Measurable
◉ Attainable/Action Oriented
◉ Realistic
◉ Timely



Meetings

◉ Look for efficiency.
◉ Daily Team Huddle (5-10 min.)
◉ Weekly Action Review.
◉ One-on-ones.



Email Inbox
Be strategic with when and how you check your email.
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Email Inbox

1. Check it once. (Chet Holmes)
2. Empty email inbox every single night.

a. By ‘empty’ I mean some of those emails are moved 
to a ‘to do’ list for follow-up at another scheduled 
time.

3. I send a reminder from my business email to 
EVERY person on the schedule to speak with 
that day about our appointed call. 



Schedule
How the team approaches their tasks and to-dos each day and 
throughout the week.
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Schedule

◉ “I don't think there's a one-size fits-all for time 
management/organization, I believe it's very important for 
everyone to find what works best for them and do that.

I respond to the most urgent tasks first, and I block out time on 
my calendar for larger projects. I tend to do the easiest, 
quickest tasks first to have them done, and then I can take my 
time and really focus on the big/more challenging ones 
without a lot of little things hanging over my head.”



Schedule

Mon - Meetings
Tues - Content/Writing
Wed - Finance/Budgeting
Thurs. - Sales
Fri. - Review



Schedule

◉ “Every morning, first thing, I spend at least 5-10 mins going 
through my high-priority items for that day.  On Monday's, I'll 
spend 15-30 mins plotting out the week.”

◉ “I block my calendar with "screen time" every day or several 
times/week; and rarely allow this to be eaten up by other 
"more important" meetings or email or slack. Typically this is 
about 20-30% of my work week.”



Focus
Some different ideas on keeping focused and attacking projects.
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Focus

◉ “For me - the secret to getting ahead is getting started. If I have a lot to 
do that day or something daunting on the schedule, I push that out of 
my mind and just get started on something, once something is started, 
the pull to finish it is WAY greater than before it's started.”

◉ “I use Asana to break up projects into smaller, more manageable tasks 
in order to complete projects quickly. It's especially helpful in 
attacking tasks that seem overwhelming. Helps me "eat the frog".”

◉ 3 Most Important Items



Focus

◉ “For really important items, I use "stickies" with a check box on them 
so I can literally check the box.  I put these on my desk and monitor 
and this gives my psyche a sense of accomplishment.”

◉ “I have two whiteboards in my office--one is fairly large and the other 
is a bit smaller. For the small one, I like to write out all of the main 
projects that I am working on. On the larger white board, I can break 
those projects out into smaller tasks, prioritize, create road 
maps/outlines, sketch out new ideas/concepts, etc. Having those 
whiteboards makes it super easy to have a visual representation of my 
work. And being able to erase stuff helps with ease of mind.”



New Ideas
How to track organize new ideas to implement.

5



“Part of my legacy of being a working mom of four, is that I went through a drought in reading 
books. It was really just one of those things that I felt drained by; so many books coming out each 
year. So little time, so many other things to do. It slipped. 

Enter Blinkist - it's a paid app that I can use to 'read' (or be read) summaries of 1000's of 
non-fiction works. While I'm not reading or hearing the full books; I have found that it has helped 
me hone in one the books that I want to carve out time to read, plus stay more up-to-date on 
emerging thought leadership, and new tactics/strategies to employ.”



New Ideas

◉ “Carry a notebook with you everywhere. That way you can 
always take notes on ideas and meetings in the moment when 
they come instead of trying to figure out later what you were 
thinking.

At least once a week (typically early morning Saturday or 
Sunday), I’ll quickly review my notes and add an e-task for the 
ones more important to revisit.”



Recap

1. Review & reflect.
2. Plan & prioritize.
3. Implement.



Any questions ?
You can find us in the:

◉ LS Platinum Group
◉ Please allow 24 hours for the replay and 

scripts to be posted on the site.

Thanks!


