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This book is dedicated to my son, Zeb, my stepdaughter, Yasmine, and to all those wishing to be highly productive and successful in all aspects of their lives and careers.

‘The best kind of hackers are those who spend their time learning, implementing and benefiting from every productivity tool they can find.’
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Introduction


Being really productive never happens by accident. It’s always a conscious and well-planned choice.



Are you ready to super-charge your life and career? You’ve picked up the perfect book to serve as your guide – to help you master the key habits, skills and behaviours to enable you to be productive in all aspects of your daily life and work. It’s fantastic that you are reading this book – that you want to become more productive in various aspects of your life. The world is awaiting you to turn into the most productive person you are capable of, whether you are:


	starting in a new job and find yourself overwhelmed

	leading a team for the first time and want them to exceed expectations

	wishing to succeed in managing your time, focus and energy in your high school or university studies

	managing your household budget and chores

	helping run a voluntary organization at weekends.



When you think of being productive, who comes to mind? Hard-working entrepreneurs like Elon Musk and Jeff Bezos perhaps? Friends who only work three days a week and seem to achieve so much? Your son who successfully studied for an online university degree while holding down two jobs? Or your boss who is so efficient and always leaves the office by 6pm at the latest each day and never works at weekends?

I’ve coached hundreds of people in organizations as diverse as the United Nations, the World Bank Group, global banks and multinationals, local tech start-ups, governments, schools and NGOs. All these individuals wanted to work on aspects of their personal productivity. I’ve heard about every productivity challenge and success story you can imagine, and as a result this book should be able to help you no matter how you need or wish to become more productive.

The main lesson I have picked up is a simple one – too many people fail to work on all aspects of their productivity toolbox, leaving them with underutilized skills and strengths, and hanging onto weaknesses and bad habits. This results in them being much less productive than they want to be.

Not you … working through this book is your opportunity to sit down and think about yourself, giving you time to ask yourself how you want to work smarter in order to use your time and energy more productively – and exceed any goals and objectives you need to achieve.

Treat this book as your trusted companion. Through 100 short chapters, you’ll learn to make sense of the pieces you need to slot together to create a productive life. You’ll explore what being productive means to you through topics including:


	good time management

	prioritizing well

	planning optimally

	effective meetings

	learning, replicating and practising

	optimal emails and communications

	working well with others

	using ideal tools and apps

	strengthening habits and behaviours.




How to use this book

Every chapter in this book features a new idea that will help you get closer to your goals. In each chapter, the ideas are introduced and explained on the first page and the second page features exercises and activities, some small and some large, for you to start doing today.

Don’t overlook the activities. The tasks you’ve been set have been specifically designed to give you the optimal mindset, habits, skills, relationships and behaviours needed to maximize your chances of leadership success. Some of them will surprise you, some will challenge you, others will seem simple and obvious. All of them are important in building the portfolio of skills you need for becoming more productive. Completing them will set you on the path to developing a productivity mindset and gaining expertise in working smart. These things aren’t easy to achieve and few people are willing to invest the required time and effort. Highly productive people do.

You’ll find many activities to do straight away and some for later, depending on your current situation and challenges as well as your many plans and goals. If an idea or suggestion doesn’t seem helpful now, put it to one side and return to it later.



Who am I to talk about being productive?

This book draws on the wisdom I’ve gained from coaching and mentoring leaders from all over the world for the past 20 years. From global CEOs to struggling entrepreneurs, through to leaders in the public sector and charities to first-time managers just starting out on their leadership careers. All of them have something to share about the journey of becoming highly productive.

Their experiences combine with my own wisdom gained through some incredibly personal highs and lows. From profound lessons I’ve learned through:


	pushing myself to become a regional financial director with a FTSE100 company at the age of only 26

	heading subsidiaries, in various countries, of a range of multinational companies

	creating and taking the lead of a charity foundation

	being on the leadership teams of various tech start-ups including in the educational robotics and internet spaces

	sitting on the board of directors of entities including international schools.



Most importantly, I have learned how to value and enjoy being a leader, and to appreciate how I am able to positively impact the lives and careers of so many people and communities.

From all my work and experience, I have drawn up the most essential 100 things you need for getting things done as smartly and efficiently as possible. I hope all the advice in this book helps you achieve all of your dreams, goals and tasks – to create the success story you truly deserve.
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