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HOW WILL THIS BOOK HELP YOU!? You work yourself until late at night. You spend most of

your time at work. You are overworked, and yet you do not feel accomplished. What could be

wrong? The time and effort you put into work is not a reflection of the results you get. It does

not matter if you spend the night in your workspace. It does not matter if you forget to eat or

breathe. What matters is the result you bring to the table. That is the bottom line. So, is there a

need to sacrifice your entire life for work? Is it worth losing your social life for your career? Is

your job worth losing sleep for? Whether you believe it or not, the truth is, your biggest asset in

life is yourself. What would you do with a high flying career, an enormous payout, when you

can't enjoy it? The lesson is to stop working hard. Start doing what is right and work smart.

This book will help you identify the things you may be doing with regards to work. We have laid

out the necessary steps you should be taking to boost productivity and have crossed out the

unnecessary things that may be burning you out. Find out the things you may be doing wrong

and what you should be doing right. Change your mind set. Improve your attitude. Start thinking

and working smart. Feel accomplished and be more productive. "This book will help you

become more productive and achieve a lot more in less time." - Max "Read this book closely

and you will benefit greatly!" - Brad Mayo "Excellent tools outlined. If the tools are put into

action, success is inevitable." - Jennifer Hamilton "Informative tips on how to develop as an

employee and manager" - Robert Acquesta "I must say that this book really helped me out, big

time." - Mandus "Excellent book! Highly recommend!" - magfan "Powerful Tips" - Gina Hall

"highly recommended" - Dee K.
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You?You work yourself until late at night. You spend most of your time at work. You are

overworked, and yet you do not feel accomplished. What could be wrong?The time and effort

you put into work is not a reflection of the results you get. It does not matter if you spend the

night in your workspace. It does not matter if you forget to eat or breathe. What matters is the

result you bring to the table. That is the bottom line.So, is there a need to sacrifice your entire

life for work? Is it worth losing your social life for your career? Is your job worth losing sleep

for? Whether you believe it or not, the truth is, your biggest asset in life is yourself. What would

you do with a high flying career, an enormous payout, when you can't enjoy it? The lesson is to

stop working hard. Start doing what is right and work smart.This book will help you identify the

things you may be doing with regards to work. We have laid out the necessary steps you

should be taking to boost productivity and have crossed out the unnecessary things that may

be burning you out.Find out the things you may be doing wrong and what you should be doing

right. Change your mind set. Improve your attitude. Start thinking and working smart. Feel

accomplished and be more productive.Break Down Big Tasks“If you spend too much time

thinking about a thing, you’ll never get it done.”– Bruce LeeMost people tend to spend too

much time being bothered about how they can manage to get their work done. They worry

more than they should, and it eats up time and energy, so much so that they no longer have

any for completing the task.Big tasks can indeed be too overwhelming. And when you get

overwhelmed, you are more likely to put it off. When you are faced with what seems like an

impossible project, you may feel absolutely terrified. Instead of facing it, you, like most people,

may avoid it. If you do so, you will never get things done on time. You will end up cramming

your work, which may compromise quality.What you need to do first is to change how you feel

about a big task. Do not fear it. Rather, look for a way to make it less terrifying. Everybody may

be afraid to face a giant. Shrink the giant, and you will be less hesitant to get on with the



job.When you break down huge tasks, you turn them into something that is doable. Dividing

them into chunks makes them appear less overwhelming. Divide them into smaller stages and

take baby steps.Assess the project. Think about what needs to be done. Study the project in

every aspect. Give yourself some time to think about how the job can be done step by step,

and make sure you have covered every detail. Make a list of the steps that will lead you to

completing the big project.When work appears easy and doable, you will find it less difficult,

and it will be unnecessary to push and force yourself to get on with it. When you see the

smaller chunks of work, you are reminded that this mission of completing the project is not

impossible.Stop worrying about how you will ever manage to accomplish a task. Rather, turn

seemingly impossible tasks into something doable by breaking them into chunks.Make a

List"The key is not to prioritize what’s on your schedule, but to schedule your priorities." –

Stephen CoveyLists are not only for people who are forgetful. They are also for people who

want to improve their productivity. A list can serve as a reminder to keep you on your toes

regarding the deadlines you need to meet. It helps keep you from missing out on the crucial

details of work.Make a list of the things you need to do to complete a huge project. Note the

details. Lay the process out in your list. And to make your to-do list much more effective, here

are a few guidelines.Create the list the night before.Whatever you do, avoid hitting the ground

running first thing in the morning. Creating the to-do list the night before allows you to prepare

and plan your day ahead as well. With your list ready in the morning when you are at the peak

of your energy, you avoid wasting precious minutes just to figure out what you should do

next.Make sure to qualify the contents of your list.So what exactly should you include in your

list of things to do? First, it must be something truly important. If a task can be assigned to

someone else, then you should do so. If the task is something nice to do but is not that

important or urgent, then be smart and exclude it from the list. You can do these things when

you are done with your priorities.Second, those in your list should be tasks that need to be

done today. Take control rather than going through your day in a passive manner. When you do

things passively, you end up spending longer hours at work, immersed in other people's

priorities, not your own.Do not forget to include the estimated time of completion.As important

as it is to write down the things that need to be done, it is equally essential to note time

estimates. This shall allow you to manage your time properly. It will give you a realistic idea of

how much you can actually do or accomplish during the day.Divide your list into

sections.During the day, there are some routine works that you must do like attend meetings,

check your email or make some calls. Try putting these things in one section. Create another

section for the things that you can do while going through the routine work such as planning a

project or deciding on the details of an event whatever your job involves. Then, include another

section for important tasks in order of priority. You do not have to assign time estimates for

these things. Save them for your idle time.Review the list.Have you put off an item on your list

because you simply think it is not that important or as urgent as other tasks? Look back to the

list. Reevaluate these tasks to avoid missing anything. If you have put it off long enough, it may

be due time to make it a priority for a change.Finally, as you complete a task from your list,

cross it out. This way, you give yourself that extra push with the thought that you are moving

forward and accomplishing something.Use a list of things as a guide to how you should

perform tasks throughout the day.Know Your Priorities
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Mandus, “If you’re in the same predicament as I have been for a long time, this book is

definitely for you.. I have a hard time committing to and staying focused on certain tasks in my

day to day life. For this reason I have been scouring the internet for ways to help me become

more productive and procrastinate less.In this regard I must say that this book really helped me

out, big time.The author helped me to realize the importance of breaking down my tasks into

much smaller and more manageable tasks. Related to this were tips such as making bullet

proof lists, knowing my priorities and acting thereafter, managing my time in a wise manner,

work on improving my focus, taking necessary breaks, the use of “reminders”, as well as

completely eliminating excess tat does not serve me in becoming a more productive person.If

you’re in the same predicament as I have been for a long time, this book is definitely for you.”

magfan, “Great book on productivity!. Excellent book! Lots of wonderful ideas on how to be

more productive. Really highlights the importance of our time and how to utilize every minute

of it. I especially loved all of the inspiring quotes. Practical, well written and easy to read.

Highly recommend!”

Dee K., “highly recommended. this was a great read. it had tons of tips and tricks and

suggestions for how to be more productive. I also like that it really focused on working smarter,



not harder, because being productive shouldn't just be about working hard. was a great book,

glad I bought it”

Robert Acquesta, “Informative tips on how to develop as an employee and manager. While I

did not agree with everything suggested like taking power naps for example, I do think that it's

emphasis on self awareness, time management and improving productivity provided some

good concepts to analyze in my own work life and also the effectiveness of my peers and

supervisors.”

Jennifer Hamilton, “recommended read. The quotes are a perfect start to each topic and wrap

perfectly to the closing paragraph. Excellent tools outlined. If the tools are put into action,

success is inevitable.”

Buyer, “Five Stars. Easy to read, practical advice.”

Gina Hall, “Powerful Tips. I really needed to read this. I'm a very productive person in general,

but I juggle a lot of projects. Its very refreshing to have read something that will get me focused

again. I also enjoy how many of these tips were backed up with research. Now I think I'm pretty

clear on my goals and what I need to do to achieve more in less time. It's time to work smarter!”

The book by John Morgan has a rating of  5 out of 4.8. 14 people have provided feedback.
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