
[image: Illustration]


About the Author

Jocelyn K. Glei is a writer who’s obsessed with how we can find more creativity and meaning in our daily work. She is the bestselling author and editor of three previous books that have sold over a quarter of a million copies: Manage Your Day-to-Day, Maximize Your Potential, and Make Your Mark, which offer pragmatic, actionable advice for creatives on managing their time, their careers, and their businesses. She was formerly the director of the 99U Conference and the founding editor of 99u.com, which earned two Webby awards for Best Cultural Blog and a rabid fan base of productivity nerds. She lives in Los Angeles and online at: jkglei.com.


About the Illustrator

Tomba Lobos is the illustration project of Portuguese artist José Cardoso. With a versatile style, Cardoso creates original artwork for both digital and print. He is always striving to push the limits of both his technique and his trademark aesthetic, a unique blend of the strange and humorous. Learn more about his work at: www.be.net/tombalobos.


Unsubscribe

HOW TO KILL EMAIL ANXIETY,
AVOID DISTRACTIONS
AND GET REAL WORK DONE

JOCELYN K. GLEI

[image: Illustration]


 

 

PIATKUS

First published in the US in 2016 by Public Affairs, an imprint of Perseus Books, a division of PBG Publishing, LLC, a subsidiary of Hachette Book Group, Inc.

First published in Great Britain in 2016 by Piatkus

Copyright © Jocelyn K. Glei 2016

Illustrations by Tomba Lobos

The moral right of the author has been asserted.

All rights reserved.

No part of this publication may be reproduced, stored in a retrieval system, or transmitted in any form or by any means, without the prior permission in writing of the publisher, nor be otherwise circulated in any form of binding or cover other than that in which it is published and without a similar condition including this condition being imposed on the subsequent purchaser.

A CIP catalogue record for this book
is available from the British Library.

ISBN 978-0-34941-447-8

Piatkus

An imprint of

Little, Brown Book Group

Carmelite House

50 Victoria Embankment

London EC4Y 0DZ

An Hachette UK Company
www.hachette.co.uk

www.improvementzone.co.uk


 

 

with illustrations by

TOMBA LOBOS


EMAIL: A LOVE-HATE RELATIONSHIP

Email is broken. Or, more precisely, email has broken us. On a regular basis it inspires hatred, guilt, anxiety, anger, and despair. The very last thing we think about when we think about email is its utility. And yet we know it’s a useful and necessary part of our everyday lives.

The true source of our love-hate relationship with email is that we treat it like a task when it’s actually a tool. We cede control of our workday—and our to-do lists—to the dictates of others in pursuit of a mirage called “inbox zero.” Rather than focusing mindfully on what’s outgoing, we strive futilely to keep up with what’s incoming.

Have our ambitions shrunk so small that this is actually a worthy goal? A goal for which we will thrust aside meaningful work along with the chance to do something good in this world? That may sound melodramatic, but can you deny that email distracts you from your creative ambitions on a daily basis?

In this book we’ll flip the script on the way you approach email—shifting from a perspective of blind, numbers-based “productivity” to a mindset guided by your creative priorities. This is not simply a collection of rules for better email etiquette or whittling down the number of messages in your inbox; it is a guide to holistically revamping and repairing your relationship with email.

We will start at the root of the problem, taking a quick but eye-opening tour through the neuroscience and cultural baggage that shape our conflicted feelings about email. Next, we will build on that understanding to develop a new strategy for approaching our inboxes, one that focuses on putting the task of achieving meaningful work goals first and using email as a tool to achieve them.

Finally, we will proceed to a series of tips on style that will show you how to compose emails that will get the results you want, whether it’s pitching an entrepreneur on investing in your startup or declining unwanted inquiries without guilt. And should you want to dig even deeper into the mechanics of email, a special, back-of-book “cheat sheets” section provides tactical scripts for sticky situations, everything from getting clients to pay you to managing angry customers.

By the time you finish Unsubscribe you will have mastered how to think about, manage, and write email with less anxiety and more grace, freeing you up to focus on the work that really matters—the stuff of building a legacy, not just keeping busy.
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