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I Know How She Does It - Laura Vanderkam
2015-06-09

Everyone has an opinion, anecdote, or horror
story about women and work. Now the
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acclaimed author of What the Most Successful
People Do Before Breakfast shows how real
working women with families are actually
making the most of their time. “Having it all”
has become the subject of countless books,
articles, debates, and social media commentary,
with passions running high in all directions.
Many now believe this to be gospel truth: Any
woman who wants to advance in a challenging
career has to make huge sacrifices. She’s
unlikely to have a happy marriage, quality time
with her kids (assuming she can have kids at all),
a social life, hobbies, or even a decent night’s
sleep. But what if balancing work and family is
actually not as hard as it’s made out to be? What
if all those tragic anecdotes ignore the women
who quietly but consistently do just fine with the
juggle? Instead of relying on scattered stories,
time management expert Laura Vanderkam set
out to add hard data to the debate. She collected
hour-by-hour time logs from 1,001 days in the
lives of women who make at least $100,000 a

year. And she found some surprising patterns in
how these women spend the 168 hours that
every one of us has each week. Overall, these
women worked less and slept more than they
assumed they did before they started tracking
their time. They went jogging or to the gym,
played with their children, scheduled date nights
with their significant others, and had lunches
with friends. They made time for the things that
gave them pleasure and meaning, fitting the
pieces together like tiles in a mosaic—without
adhering to overly rigid schedules that would
eliminate flexibility and spontaneity. Vanderkam
shares specific strategies that her subjects use
to make time for the things that really matter to
them. For instance, they . . . * Work split shifts
(such as seven hours at work, four off, then
another two at night from home). This allows
them to see their kids without falling behind
professionally. * Get creative about what counts
as quality family time. Breakfasts together and
morning story time count as much as daily
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family dinners, and they’re often easier to
manage. * Take it easy on the housework. You
can free up a lot of time by embracing the
philosophy of “good enough” and getting help
from other members of your household (or a
cleaning service). * Guard their leisure time. Full
weekend getaways may be rare, but many
satisfying hobbies can be done in small bursts of
time. An hour of crafting feels better than an
hour of reality TV. With examples from hundreds
of real women, Vanderkam proves that you don’t
have to give up on the things you really want. I
Know How She Does It will inspire you to build a
life that works, one hour at a time.
Storyworthy - Matthew Dicks 2018-05-15
A five-time Moth GrandSLAM winner and
bestselling novelist shows how to tell a great
story — and why doing so matters. Whether we
realize it or not, we are always telling stories. On
a first date or job interview, at a sales
presentation or therapy appointment, with
family or friends, we are constantly narrating

events and interpreting emotions and actions. In
this compelling book, storyteller extraordinaire
Matthew Dicks presents wonderfully
straightforward and engaging tips and
techniques for constructing, telling, and
polishing stories that will hold the attention of
your audience (no matter how big or small). He
shows that anyone can learn to be an appealing
storyteller, that everyone has something
“storyworthy” to express, and, perhaps most
important, that the act of creating and telling a
tale is a powerful way of understanding and
enhancing your own life.
Steal the Show - Michael Port 2015
A powerful way to master every performance in
your career and life, from presentations and
sales pitches to interviews and tough
conversations, drawing on the methods the
author applied as a working actor and has honed
over a decade of coaching salespeople,
marketers, managers, and business owners.
Pivot - Jenny Blake 2017-09-19
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What's next? is a question we all have to ask and
answer more frequently in an economy where
the average job tenure is only four years, roles
change constantly even within that time, and
smart, motivated people find themselves hitting
professional plateaus. But how do you evaluate
options and move forward without getting stuck?
Jenny Blake--a former training and career
development specialist at Google who now runs
her own company as a career and business
consultant and speaker--has a solution: the pivot.
Pivoting is a crucial strategy for Silicon Valley
tech companies and startups but it can also be a
successful strategy for individuals looking to
make changes in their work lives. This book will
introduce you to the Pivot Method and show you
how to to take small, smart steps to move in a
new direction--now and throughout your entire
career. No matter your age, industry, or bank
account balance, Jenny's advice will help you
move forward with confidence. Pivot also
includes valuable insight for leaders who want to

have more frequent career conversations with
their teams to help talented people move and
grow within their roles and the broader
organization. If change is the only constant, let's
get better at it. Your career success and
satisfaction depends on your ability to navigate
change well and this book can help you do so.
Little Effort, Big Rewards 50MINUTES.COM, 2017-08-25
Ready to take your career to the next level? Find
out everything you need to know about
maximising your time with this practical guide.
Do you have the feeling that you work for hours
on end with very little to show for it? Or that you
do not get much done because you are too busy
taking care of little everyday tasks? This guide
will give you all the tools you need to get out of
this rut and show you how you can work less for
greater rewards. In 50 minutes you will be able
to: • Understand how doing more with less effort
is good for both your health and your career •
Use various tools in order to organise your life •
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Minimise distractions and maximise your
available time ABOUT 50MINUTES.COM |
COACHING The Coaching series from the
50Minutes collection is aimed at all those who,
at any stage in their careers, are looking to
acquire personal or professional skills, adapt to
new situations or simply re-evaluate their worklife balance. The concise and effective style of
our guides enables you to gain an in-depth
understanding of a broad range of concepts,
combining theory, constructive examples and
practical exercises to enhance your learning.
Felt Time - Marc Wittmann 2016-02-12
An expert explores the riddle of subjective time,
from why time speeds up as we grow older to
the connection between time and consciousness.
The Getting Things Done Workbook - David
Allen 2019-09-03
An accessible, practical, step-by-step how-to
guide that supplements Getting Things Done by
providing the details, the how-to's, and the
practices to apply GTD more fully and easily in

daily life The incredible popularity of Getting
Things Done revealed people's need to take
control of their own productivity with a system
that reduces the stress of staying on top of it all.
Around the world hundreds of certified trainers
and coaches are engaged full time in teaching
the process, supported by a grassroots
movement of Meetup groups, LinkedIn groups,
Facebook groups, podcasts, blogs and dozens of
apps based on it. While Getting Things Done
remains the definitive way to gain perspective
over work and create the mental space for
creativity and mindfulness, The Getting Things
Done Workbook enhances the original by
providing an accessible guide to the GTD
methodology in workbook form. The workbook
divides the process into small, manageable
segments to allow for easier learning and doing.
Each chapter identifies a challenge the reader
may be facing--such as being overwhelmed by
too many to-do lists, a messy desk, or email
overload--and explains the GTD concept to
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address. The lessons can be learned and
implemented in almost any order, and whichever
is adopted will provide immediate benefits. This
handy instructional manual will give both
seasoned GTD users and newcomers alike clear
action steps to take to reach a place of sustained
efficiency.
My Morning Routine - Benjamin Spall
2018-05-15
ONE OF AMAZON’S BEST BUSINESS BOOKS
OF 2018 ONE OF THE FINANCIAL TIMES
BUSINESS BOOKS OF THE MONTH ON
RELEASE ONE OF BUSINESS INSIDER’S BEST
BUSINESS BOOKS TO READ THIS SUMMER A
guide to the early morning habits that boost your
productivity and relax you—featuring interviews
with leaders like Arianna Huffington, General
Stanley McChrystal, Marie Kondo, and more.
Marie Kondo performs a quick tidying ritual to
quiet her mind before leaving the house. The
president of Pixar and Walt Disney Animation
Studios, Ed Catmull, mixes three shots of

espresso with three scoops of cocoa powder and
two sweeteners. Fitness expert Jillian Michaels
doesn't set an alarm, because her five-year-old
jolts her from sleep by jumping into bed for a
cuddle every morning. Part instruction manual,
part someone else's diary, the authors of My
Morning Routine interviewed sixty-four of
today's most successful people, including threetime Olympic gold medalist Rebecca Soni,
Twitter cofounder Biz Stone, and General
Stanley McChrystal–and offer timeless advice on
creating a routine of your own. Some routines
are all about early morning exercise and spartan
living; others are more leisurely and selfindulgent. What they have in common is they
don't feel like a chore. Once you land on the
right routine, you'll look forward to waking up.
This comprehensive guide will show you how to
get into a routine that works for you so that you
can develop the habits that move you forward.
Just as a Jenga stack is only as sturdy as its
foundational blocks, the choices we make
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throughout our day depend on the intentions we
set in the morning. Like it or not, our morning
habits form the stack that our whole day is built
on. Whether you want to boost your productivity,
implement a workout or meditation routine, or
just learn to roll with the punches in the
morning, this book has you covered.
The Productivity Project - Chris Bailey
2016-01-05
'A fun, interesting, and useful read!' David Allen,
bestselling author of Getting Things Done Nearly
all of us want to be more productive, but finding
the method that works for you among the
hundreds and hundreds of different tips, tricks
and hacks can be a daunting prospect. After
graduating college, Chris Bailey decided to
dedicate a whole year to doing just that experimenting with as many of the techniques as
he could, and finding the things that work.
Among the experiments that he undertook are:
going several weeks on little to no sleep; cutting
out caffeine and sugar; taking a daily siesta;

living in total isolation for 10 days; stretching his
workweek to 90 hours; and getting up at 5:30
every morning, all the while monitoring the
impact of his experiments on the quality and
quantity of his work. The results were often
surprising! This book is the result of Chris's
year-long journey, distilling the lessons he
learned into a few core truths about how we get
things done (or, indeed, don't). Among the many
counterintuitive insights Chris discovered that
had the biggest impact on his productivity were
striving for imperfection; scheduling less time
for important tasks; the 20 second rule to
distract yourself from distractions; and the
concept of productive procrastination. In this
accessible and fun guide, Chris Bailey offers
over 30 tried-and-tested best practices that will
help everyone to accomplish more - and become
more awesome.
Work the System - Sam Carpenter 2011-01-10
A Simple Mindset Tweak Will Change Your Life.
After a fifteen-year nightmare operating a
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stagnant service business, Sam Carpenter
developed a down-to-earth methodology that
knocked his routine eighty-hour workweek down
to a single hour—while multiplying his bottomline income more than twenty-fold. In Work the
System, Carpenter reveals a profound insight
and the exact uncomplicated, mechanical steps
he took to turn his business and life around
without turning it upside down. Once you “get”
this new vision, success and serenity will come
quickly. You will learn to: • Make a simple
perception adjustment that will change your life
forever. • See your world as a logical collection
of linear systems that you can control. • Manage
the systems that produce results in your
business and your life. • Stop fire-killing.
Become a fire-control specialist! • Maximize
profit, create client loyalty, and develop
enthusiastic employees who respect you. •
Identify insidious “errors of omission.” •
Maximize your biological and mechanical “prime
time” so that you are working at optimum

efficiency. • Design the life you want—and then,
in the real world, quickly create it! You can keep
doing what you have always done, and continue
getting mediocre, unsatisfactory results. Or you
can find the peace and freedom you’ve always
wanted by transforming your business or
corporate department into a finely tuned
machine that runs on autopilot!
The Productivity Project - Chris Bailey
2017-08-29
A fresh, personal, and entertaining exploration
of a topic that concerns all of us: how to be more
productive at work and in every facet of our
lives. Chris Bailey turned down lucrative job
offers to pursue a lifelong dream—to spend a
year performing a deep dive experiment into the
pursuit of productivity, a subject he had been
enamored with since he was a teenager. After
obtaining his business degree, he created a blog
to chronicle a year-long series of productivity
experiments he conducted on himself, where he
also continued his research and interviews with
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some of the world’s foremost experts, from
Charles Duhigg to David Allen. Among the
experiments that he tackled: Bailey went several
weeks with getting by on little to no sleep; he
cut out caffeine and sugar; he lived in total
isolation for 10 days; he used his smartphone for
just an hour a day for three months; he gained
ten pounds of muscle mass; he stretched his
work week to 90 hours; a late riser, he got up at
5:30 every morning for three months—all the
while monitoring the impact of his experiments
on the quality and quantity of his work. The
Productivity Project—and the lessons Chris
learned—are the result of that year-long journey.
Among the counterintuitive insights Chris Bailey
will teach you: · slowing down to work more
deliberately; · shrinking or eliminating the
unimportant; · the rule of three; · striving for
imperfection; · scheduling less time for
important tasks; · the 20 second rule to distract
yourself from the inevitable distractions; · and
the concept of productive procrastination. In an

eye-opening and thoroughly engaging read,
Bailey offers a treasure trove of insights and
over 25 best practices that will help you
accomplish more.
Getting Things Done - David Allen 2015-03-17
The book Lifehack calls "The Bible of business
and personal productivity." "A completely
revised and updated edition of the blockbuster
bestseller from 'the personal productivity
guru'"—Fast Company Since it was first
published almost fifteen years ago, David Allen’s
Getting Things Done has become one of the most
influential business books of its era, and the
ultimate book on personal organization. “GTD” is
now shorthand for an entire way of approaching
professional and personal tasks, and has
spawned an entire culture of websites,
organizational tools, seminars, and offshoots.
Allen has rewritten the book from start to finish,
tweaking his classic text with important
perspectives on the new workplace, and adding
material that will make the book fresh and
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relevant for years to come. This new edition of
Getting Things Done will be welcomed not only
by its hundreds of thousands of existing fans but
also by a whole new generation eager to adopt
its proven principles.
Your Money: The Missing Manual - J.D. Roth
2010-03-04
Keeping your financial house in order is more
important than ever. But how do you deal with
expenses, debt, taxes, and retirement without
getting overwhelmed? This book points the way.
It's filled with the kind of practical guidance and
sound insights that makes J.D. Roth's
GetRichSlowly.org a critically acclaimed source
of personal-finance advice. You won't find any
get-rich-quick schemes here, just sensible advice
for getting the most from your money. Even if
you have perfect credit and no debt, you'll learn
ways to make your rosy financial situation even
better. Get the info you need to make sensible
decisions on saving, spending, and investing
Learn the best ways to set and achieve financial

goals Set up a realistic budget framework and
learn how to track expenses Discover proven
methods to help you eliminate debt Understand
how to use credit wisely Win big by making
smart decisions on your home and other bigticket items Learn how to get the most from your
investments by avoiding rash decisions Decide
how -- and how much -- to save for retirement
Mind Management, Not Time Management David Kadavy 2020-10-27
“An exhilarating but highly structured approach
to the creative use of time. Kadavy’s approach is
likely to spark a new evaluation of conventional
time management. ” —Kirkus Reviews You have
the TIME. Do you have the ENERGY? You’ve
done everything you can to save time. Every
productivity tip, every “life hack,” every time
management technique. But the more time you
save, the less time you have. The more
overwhelmed, stressed, exhausted you feel.
“Time management” is squeezing blood from a
stone. Introducing a new approach to
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productivity. Instead of struggling to get more
out of your time, start effortlessly getting more
out of your mind. In Mind Management, Not
Time Management, best-selling author David
Kadavy shares the fruits of his decade-long deep
dive into how to truly be productive in a
constantly changing world. Quit your daily
routine. Use the hidden patterns all around you
as launchpads to skyrocket your productivity. Do
in only five minutes what used to take all day.
Let your “passive genius” do your best thinking
when you’re not even thinking. “Writer’s block”
is a myth. Learn a timeless lesson from the 19th
century’s most underrated scientist. Wield all of
the power of technology, with none of the
distractions. An obscure but inexpensive gadget
may be the shortcut to your superpowers. Keep
going, even when chaos strikes. Tap into the
unexpected to find your next Big Idea. Mind
Management, Not Time Management isn’t your
typical productivity book. It’s a gripping pageturner chronicling Kadavy’s global search for the

keys to unlock the future of productivity. You’ll
learn faster, make better decisions, and turn
your best ideas into reality. Buy it today.
The Productivity Project - Chris Bailey
2016-01-05
A fresh, personal, and entertaining exploration
of a topic that concerns all of us: how to be more
productive at work and in every facet of our
lives. Chris Bailey turned down lucrative job
offers to pursue a lifelong dream—to spend a
year performing a deep dive experiment into the
pursuit of productivity, a subject he had been
enamored with since he was a teenager. After
obtaining his business degree, he created a blog
to chronicle a year-long series of productivity
experiments he conducted on himself, where he
also continued his research and interviews with
some of the world’s foremost experts, from
Charles Duhigg to David Allen. Among the
experiments that he tackled: Bailey went several
weeks with getting by on little to no sleep; he
cut out caffeine and sugar; he lived in total
Downloaded from

the-productivity-project-accomplishing-more-by-managing-your-time-attention-and-energy

11/28

test.unicaribe.edu.do
on by guest

isolation for 10 days; he used his smartphone for
just an hour a day for three months; he gained
ten pounds of muscle mass; he stretched his
work week to 90 hours; a late riser, he got up at
5:30 every morning for three months—all the
while monitoring the impact of his experiments
on the quality and quantity of his work. The
Productivity Project—and the lessons Chris
learned—are the result of that year-long journey.
Among the counterintuitive insights Chris Bailey
will teach you: · slowing down to work more
deliberately; · shrinking or eliminating the
unimportant; · the rule of three; · striving for
imperfection; · scheduling less time for
important tasks; · the 20 second rule to distract
yourself from the inevitable distractions; · and
the concept of productive procrastination. In an
eye-opening and thoroughly engaging read,
Bailey offers a treasure trove of insights and
over 25 best practices that will help you
accomplish more.
The Motivation Hacker - Nick Winter 2014-05-25

"This is your field guide to getting yourself to
want to do everything you always wanted to
want to do"--Page [4] of cover.
The Personal MBA 10th Anniversary Edition Josh Kaufman 2020-09-01
The 10th anniversary edition of the bestselling
foundational business training manual for
ambitious readers, featuring new concepts and
mental models: updated, expanded, and revised.
Many people assume they need to attend
business school to learn how to build a
successful business or advance in their career.
That's not true. The vast majority of modern
business practice requires little more than
common sense, simple arithmetic, and
knowledge of a few very important ideas and
principles. The Personal MBA 10th Anniversary
Edition provides a clear overview of the
essentials of every major business topic:
entrepreneurship, product development,
marketing, sales, negotiation, accounting,
finance, productivity, communication,
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psychology, leadership, systems design, analysis,
and operations management...all in one
comprehensive volume. Inside you'll learn
concepts such as: The 5 Parts of Every Business:
You can understand and improve any business,
large or small, by focusing on five fundamental
topics. The 12 Forms of Value: Products and
services are only two of the twelve ways you can
create value for your customers. 4 Methods to
Increase Revenue: There are only four ways for
a business to bring in more money. Do you know
what they are? Business degrees are often a
poor investment, but business skills are always
useful, no matter how you acquire them. The
Personal MBA will help you do great work, make
good decisions, and take full advantage of your
skills, abilities, and available opportunities--no
matter what you do (or would like to do) for a
living.
Getting Results the Agile Way - J. D. Meier
2010
A guide to the Agile Results system, a systematic

way to achieve both short- and long-term results
that can be applied to all aspects of life.
Singletasking - Devora Zack 2015-05-04
“Can literally double your productivity and
performance overnight. This may be the most
important book on time and personal
management you will ever read.” —Brian Tracy,
international bestselling author of Eat That
Frog! Your mind can’t be two places at once. Too
many of us have become addicted to the popular,
enticing, dangerously misleading drug of
multitasking. Devora Zack was once hooked
herself. But she beat it and became more
efficient, and you can too. Zack marshals
convincing neuroscientific evidence to prove
that you really can’t do more by trying to tackle
several things at once—it’s an illusion. There is a
better way to deal with all the information and
interruptions that bombard us today.
Singletasking explains exactly how to clear and
calm your mind, arrange your schedule and
environment, and gently yet firmly manage the
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expectations of people around you so that you
can accomplish a succession of tasks, one by
one—and be infinitely more productive.
Singletasking is the secret to success and sanity.
“Devora Zack shows us how doing one thing at a
time reduces stress, increases efficiency, and
produces higher quality results. If you want to
work smarter, not harder, read this book!” —Ken
Blanchard, #1 New York Times-bestselling
coauthor of The One Minute Manager® “Don’t
let Zack’s lighthearted tone fool
you—Singletasking is backed by hard science,
and this book’s pragmatic advice can really
change your work and your life.” —David Bach,
#1 New York Times-bestselling author of The
Automatic Millionaire “Zack shows readers how
they can manage the expectations of others,
unplug from technology (at times), and operate
in the moment.” —Library Journal
Unsubscribe - Jocelyn K Glei 2016-10-04
A modern, no-nonsense guide to getting rid of
email anxiety, reclaiming your productivity, and

spending more time on the work that matters.
Let's face it: Email is killing our productivity.
The average person checks their email 11 times
per hour, processes 122 messages a day, and
spends 28 percent of their total workweek
managing their inbox. What was once a powerful
and essential tool for doing our daily work has
become a near-constant source of frustration,
anxiety, and distraction from our work.
Unsubscribe will show you how to tame your
inbox and reclaim your focus, with tips on how
to: Break free from email addiction and the
"inbox zero" obsession Build a daily email
routine that reduces stress and anxiety Process
your inbox based on what (and who) really
matters to you Write messages that get people
to pay attention and take action Set boundaries
and say "no" to time-wasting distractions Plan
your day around meaningful work -- not
busywork Productivity isn't about just "keeping
busy," it's about leaving a legacy. Are you ready
to Unsubscribe?
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Organizational Linkages - National Research
Council 1994-02-01
By one analysis, a 12 percent annual increase in
data processing budgets for U.S. corporations
has yielded annual productivity gains of less
than 2 percent. Why? This timely book provides
some insights by exploring the linkages among
individual, group, and organizational
productivity. The authors examine how to
translate workers' productivity increases into
gains for the entire organization, and discuss
why huge investments in automation and other
innovations have failed to boost productivity.
Leading experts explore how processes such as
problem solving prompt changes in productivity
and how inertia and other characteristics of
organizations stall productivity. The book
examines problems in productivity measurement
and presents solutions. Also examined in this
useful book are linkage issues in the fields of
software engineering and computer-aided design
and why organizational downsizing has not

resulted in commensurate productivity gains.
Important theoretical and practical implications
contribute to this volume's usefulness to
business and technology managers, human
resources specialists, policymakers, and
researchers.
The Unfair Advantage - Ash Ali 2022-06-07
The winner of the UK's Business Book of the
Year Award for 2021, this is a groundbreaking
exposé of the myths behind startup success and
a blueprint for harnessing the things that really
matter. What is the difference between a startup
that makes it, and one that crashes and burns?
Behind every story of success is an unfair
advantage. But an Unfair Advantage is not just
about your parents' wealth or who you know:
anyone can have one. An Unfair Advantage is the
element that gives you an edge over your
competition. This groundbreaking book shows
how to identify your own Unfair Advantages and
apply them to any project. Drawing on over two
decades of hands-on experience, Ash Ali and
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Hasan Kubba offer a unique framework for
assessing your external circumstances in
addition to your internal strengths. Hard work
and grit aren't enough, so they explore the
importance of money, intelligence, location,
education, expertise, status, and luck in the
journey to success. From starting your company,
to gaining traction, raising funds, and growth
hacking, The Unfair Advantage helps you look at
yourself and find the ingredients you didn't
realize you already had, to succeed in the cutthroat world of business.
Who Says Elephants Can't Dance? - Louis V.
Gerstner 2003-12-16
Who Says Elephants Can't Dance? sums up Lou
Gerstner's historic business achievement,
bringing IBM back from the brink of insolvency
to lead the computer business once
again.Offering a unique case study drawn from
decades of experience at some of America's top
companies -- McKinsey, American Express, RJR
Nabisco -- Gerstner's insights into management

and leadership are applicable to any business, at
any level. Ranging from strategy to public
relations, from finance to organization, Gerstner
reveals the lessons of a lifetime running highly
successful companies.
Hyperfocus - Chris Bailey 2018-08-28
A practical guide to managing your attention-the most powerful resource you have to get stuff
done, become more creative, and live a
meaningful life Our attention has never been as
overwhelmed as it is today. Many of us
recognize that our brains struggle to multitask.
Despite this, we feel compelled to do so anyway
while we fill each moment of our lives to the
brim with mindless distraction. Hyperfocus
provides profound insights into how you can best
take charge of your attention to achieve a
greater sense of purpose and productivity
throughout the day. The most recent
neuroscientific research reveals that our brain
has two powerful modes that can be unlocked
when we use our attention effectively: a focused
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mode (hyperfocus), which is the foundation for
being highly productive, and a creative mode
(scatterfocus), which enables us to connect ideas
in novel ways. Hyperfocus helps you access each
of the two mental modes so you can concentrate
more deeply, think more clearly, and work and
live more deliberately every day. Chris Bailey
examines such topics such as: • identifying and
dealing with the four key types of distraction and
interruption; • establishing a clear physical and
mental environment in which to work; •
controlling motivation and working fewer hours
to become more productive; • taking time-outs
with intention; • multitasking strategically; and
• learning when to pay attention and when to let
your mind wander wherever it wants to. By
transforming how you think about your
attention, Hyperfocus reveals that the more
effectively you learn to take charge of it, the
better you'll be able to manage every aspect of
your life.
Hyperfocus - Chris Bailey 2018-08-28

Canada's productivity expert returns with a
totally fresh angle on how to do more with less.
Throughout his experiments and research, Chris
Bailey came across many little-known insights
into how we focus (a key element of
productivity), including the surprising idea that
focus isn't so much a state of heightened
awareness (as we'd assume), but a balance
between two frames of mind. The most recent
neuroscientific research on attention reveals
that our brain has two powerful modes that can
be unlocked when we use our attention well: a
focused mode (hyperfocus), which is the
foundation for being highly productive, and a
creative mode (scatterfocus), which enables us
to connect ideas in novel ways. Hyperfocus helps
readers unlock both, so they can concentrate
more deeply, think more clearly, and work and
live more deliberately. Diving deep into the
science and theories about how and why we
bring our attention to bear on life's big goals and
everyday tasks, Chris Bailey takes his unique
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approach to productivity to the next level in
Hyperfocus, while retaining the approachable
voice and perspective that made him a fast
favourite.
The Worry Solution - Martin Rossman, M.D.
2010-12-28
Based on cutting-edge brain science, Dr. Martin
Rossman has developed a program to help you
break the worry cycle—and transform worry into
a positive force. Our brains are hardwired for
worry. While our ancient ancestors had a
legitimate use for the fight-or-flight instinct,
today what was once a matter of survival has
become the stuff of sleepless nights and anxietyfilled days. At its best, worry is a way for us to
turn over and solve a problem in our minds. But
for many, worry becomes a negative cycle of
unnecessary suffering. In The Worry Solution,
Dr. Rossman gives you an easy-to-follow plan for
taking control of your reactions to stress and
anxiety. Using proven clinical techniques that
harness the very power of imagination that

creates worry and stress, you will learn the five
basic skills that will help you to clarify your
worries, sort them into those you can and cannot
do something about, and tap the wisdom buried
deep within you to help solve problems
creatively. At the heart of the program is the use
of guided imagery and creative visualization,
techniques that invigorate the emotional and
intuitive parts of the brain to add to and enhance
logical intelligence. Not only can you start to see
a change in your stress levels immediately, but
with regular practice, you may literally alter the
worry pathways in your brain—and "hardwire"
yourself for calmness and clarity. Grounded in
cutting-edge science and wonderfully accessible,
The Worry Solution is a powerful and practical
guide to living your best life—healthier, happier,
and free from unnecessary stress.
The Procrastinator's Handbook - Rita Emmett
2009-05-26
Almost everyone procrastinates. For some it
causes problems and strains relationships at
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home and at work. For most people, though,
procrastination is a frustrating or troublesome
habit we would like to overcome. Rita Emmett
will inspire you to get started. With humor and
with advice drawn from her own triumph over
procrastination and that of people she has met at
her acclaimed seminars, she gives you proven
tips and techniques for: - identifying how and
why you put things off - motivating yourself to
begin-and finish-unpleasant tasks - organizing
your time and efforts to achieve your goals developing strategies to move forward when
stuck or reverting to old procrastination patterns
Filled with useful advice and real-life stories of
people who have overcome procrastination, and
written with a winning touch, The
Procrastinator's Handbook is as entertaining as
it is helpful and rewarding. After reading it,
you'll find that your self-esteem and your
productivity grow.
Time Management Ninja - Craig Jarrow
2019-09-15

“This book will help you own your calendar,
block time for what matters most and reclaim
your life.” —Paula Rizzo, author of Listful Living:
A List-Making Journey to a Less Stressed You
You want more time to spend with family, to
achieve big goals, and to simply enjoy life. Yet,
there seem to be more and more things
competing for your time, and more distractions
interrupting your day. Craig Jarrow has spent
many years testing time management tactics,
tools, and systems and written hundreds of
articles on productivity, goals, and organization,
Through it all he’s learned a simple truth: Time
management should be easy, not complicated
and unwieldy. And it shouldn’t take up more of
your precious time than it gives back! Time
Management Ninja offers 21 rules that will show
you an easier and more effective way to take
control of your time and manage your busy life.
Follow these simple principles and get more
done with less effort. It’s no-stress,
uncomplicated time management that works.
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“Read this book, apply its rules, and you’ll find
freedom.” —Hyrum Smith, bestselling author of
Purposeful Retirement
Captivology - Ben Parr 2015-03-03
The former editor of Mashable and cofounder of
DominateFund examines the psychological
phenomena that captivate our attention—and
how we can leverage them to draw and retain
attention for our ideas, work, companies, and
more. Whether you’re an artist or a salesperson,
a teacher or an engineer, a marketer or a
parent—putting the spotlight on your ideas,
insights, projects and products requires a deep
understanding of the science of attention. In
Captivology, award-winning journalist and
entrepreneur Ben Parr explains how and why
the mind pays attention to some events or
people—and not others—and presents seven
captivation triggers—techniques guaranteed to
help you capture and retain the attention of
friends, colleagues, customers, fans, and even
strangers. Parr combines the latest research on

attention with interviews with more than fifty
scientists and visionaries—Facebook’s Sheryl
Sandberg, film director Steven Soderbergh,
LinkedIn CEO Jeff Weiner, magician Jon
Armstrong, New York Times bestselling author
Susan Cain, Nintendo’s Shigeru Miyamoto,
founder of Reddit Alexis Ohanian, and
more—who have successfully brought their
ideas, projects, companies, and products to the
forefront of cultural consciousness. The result is
an insightful and practical book that will change
how you assign jobs to your kids or staff, craft a
multi-million dollar ad campaign, deliver your
next presentation, attract users to your product,
or convince the world to support your cause.
Triggers - Marshall Goldsmith 2015-05-19
Bestselling author and world-renowned
executive coach Marshall Goldsmith examines
the environmental and psychological triggers
that can derail us at work and in life. Do you
ever find that you are not the patient,
compassionate problem solver you believe
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yourself to be? Are you surprised at how
irritated or flustered the normally unflappable
you becomes in the presence of a specific
colleague at work? Have you ever felt your
temper accelerate from zero to sixty when
another driver cuts you off in traffic? Our
reactions don’t occur in a vacuum. They are
usually the result of unappreciated triggers in
our environment—the people and situations that
lure us into behaving in a manner diametrically
opposed to the colleague, partner, parent, or
friend we imagine ourselves to be. These
triggers are constant and relentless and
omnipresent. So often the environment seems to
be outside our control. Even if that is true, as
Goldsmith points out, we have a choice in how
we respond. In Triggers, his most powerful and
insightful book yet, Goldsmith shows how we can
overcome the trigger points in our lives, and
enact meaningful and lasting change. Goldsmith
offers a simple “magic bullet” solution in the
form of daily self-monitoring, hinging around

what he calls “active” questions. These are
questions that measure our effort, not our
results. There’s a difference between achieving
and trying; we can’t always achieve a desired
result, but anyone can try. In the course of
Triggers, Goldsmith details the six “engaging
questions” that can help us take responsibility
for our efforts to improve and help us recognize
when we fall short. Filled with revealing and
illuminating stories from his work with some of
the most successful chief executives and power
brokers in the business world, Goldsmith offers a
personal playbook on how to achieve change in
our lives, make it stick, and become the person
we want to be.
Off the Clock - Laura Vanderkam 2018-08-02
'Laura Vanderkam is one of the world's leading
experts in time management and productivity . .
. her insights in Off the Clock can change your
life' - Dorie Clark, author of Stand Out 'Laura
Vanderkam delivers a compelling and evidencebased argument that busyness is overrated in
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our current culture. Living a full life, at work
and at home, is about doing the right things
well, and confidently missing out on everything
else' - Cal Newport, bestselling author of Deep
Work 'I loved it . . . Vanderkam expertly weaves
together interviews with experts, anecdotes
about her own personal life, philosophical
musings, and scientific research' - Shana
Lebowitz, Business Insider UK Learn to savour
life's best moments - no matter how busy you are
- through mindset shifts that alter your
perception of time. Laura Vanderkam, the
acclaimed author of What the Most Successful
People Do Before Breakfast, isn't like other timemanagement gurus. She's not trying to shave off
30 seconds here or there; she's interested in the
emotional and psychological side of the 168
hours everyone has each week. Her message is
that we all have more time than we think we do,
and can feel less stressed while getting more
done. With the right habits, you can live
efficiently and effectively, and yet still see time

as abundant. For instance, Vanderkam teaches: How to clear your calendar of activities that are
boring, stressful or simply not the best use of
your time - Why tackling your top priorities
during the hours when you have the most energy
will change your perception of what it means to
be productive - How to linger in great
experiences while they're happening, and why
good memories seem to make time expand
Packed with insights from busy yet relaxed
professionals, including 'time makeovers' of
people who are learning to use these tools, Off
the Clock can inspire the rest of us to creative
lives that are not only productive, but enjoyable
in the moment.
O Great One! - David Novak 2016-05-10
Rather than explain the power of recognition in
a typical business book, acclaimed CEO David
Novak wrote a fun story that draws on his realworld experiences at Pepsi and Yum! Brands, as
well as his personal life. When was the last time
you told your colleagues how much you value
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them? It sounds like a trivial thing in the middle
of a busy work day. But as Novak discovered
during his years as a hard charging executive,
there’s nothing trivial about recognition. It can
make a life-or-death difference to any
organization, when people see that someone
important really notices and appreciates their
contributions. The story of O Great One! opens
when Jeff Johnson becomes the third-generation
CEO of his family business, after the sudden
death of his father. The Happy Face Toy
Company had many hits in the 1950s and 60s,
including Crazy Paste, but its results have been
declining for more than a decade. The board has
given Jeff just one year to turn the business
around, or else they’ll have to sell it to the
highest bidder. As Jeff races to save his family’s
legacy by getting the company back on track, he
meets downtrodden factory workers and an
uninspired executive team. Then a birthday gift
from his grandson gives Jeff an important insight
into why Happy Face lost its culture of

innovation and excitement, along with its
profitability. He comes up with an idea that
seems crazy… But is it crazy enough to work?
Whether you’re trying to lead a small
department, a Fortune 500 company, a nonprofit, or your own family, the story and lessons
of O Great One! can help you make everyone
around you happier and more effective.
10 Steps to Earning Awesome Grades (While
Studying Less) - Thomas Frank 2015-01-05
Becoming a more effective learner and boosting
your productivity will help you earn better
grades - but it'll also cut down on your study
time. This is a short, meaty book that will guide
you through ten steps to achieving those goals:
Pay better attention in class, Take more effective
notes, Get more out of your textbooks, Plan like
a general, Build a better study environment,
Fight entropy and stay organized, Defeat
Procrastination, Study smarter, Write better
papers, Make group projects suck less, Whether
you're in college or high school, this book will
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probably help you. But not if you're a raccoon. I
want to be very clear about that; if you're a
raccoon, please buy a different book. This one
will do absolutely nothing for you. How did you
even learn to read, anyway?
The Mindfulness Edge - Matt Tenney 2016-02-10
The one habit that can improve almost every
leadership skill There is a simple practice that
can improve nearly every component of
leadership excellence and it doesn't require
adding anything to your busy schedule. In The
Mindfulness Edge, you'll discover how a subtle
inner shift, called mindfulness, can transform
things that you already do every day into
opportunities to become a better leader. Author
Matt Tenney has trained leaders around the
world in the practice of mindfulness. In this
book, he partners with neuroscientist Tim Gard,
PhD, to offer step-by-step, practical guidance for
quickly and seamlessly integrating mindfulness
training into your daily life—rewiring your brain
in ways that improve both the ‘hard' and ‘soft'

skills of leadership. In this book, you'll learn how
mindfulness training helps you: Quickly improve
business acumen and your impact on the bottom
line Become more innovative and attract/retain
innovative team members Develop the emotional
intelligence essential for creating and sustaining
a winning culture Realize the extraordinary
leadership presence that inspires greatness in
others The authors make a compelling case for
why mindfulness training may be the 'ultimate
success habit.' In addition to helping you
improve the most essential elements of highly
effective leadership, mindfulness training can
help you discover unconditional happiness and
realize incredible meaning—professionally and
personally.
What the Most Successful People Do Before
Breakfast - Laura Vanderkam 2012-06-12
Mornings are a madcap time for many of us. We
wake up in a haze—often after hitting snooze a
few times. Then we rush around to get ready and
out the door so we can officially start the day.
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Before we know it, hours have slipped by
without us accomplishing anything beyond
downing a cup of coffee, dashing off a few
emails, and dishing with our coworkers around
the water cooler. By the time the workday wraps
up, we’re so exhausted and defeated that any
motivation to accomplish something in the
evening has vanished. But according to time
management expert Laura Vanderkam, mornings
hold the key to taking control of our schedules.
If we use them wisely, we can build habits that
will allow us to lead happier, more productive
lives. Drawing on real-life anecdotes and
scientific research that shows why the early
hours of the day are so important, Vanderkam
reveals how successful people use mornings to
help them accomplish things that are often
impossible to take care of later in the day. While
many of us are still in bed, these folks are
scoring daily victories to improve their health,
careers, and personal lives without sacrificing
their sanity. For instance, former PepsiCo

chairman and CEO Steve Reinemund would rise
at 5:00 a.m., run four miles, pray, and eat
breakfast with his family before heading to work
to run a Fortune 500 company. What the Most
Successful People Do Before Breakfast is a fun,
practical guide that will inspire you to rethink
your morning routine and jump-start your life
before the day has even begun.
Summary of "15 Secrets Successful People
Know About Time Management" by Kevin
Kruse - Free book by QuickRead.com QuickRead 2019-12-18
Want more free books like this? Download our
app for free at https://www.QuickRead.com/App
and get access to hundreds of free book and
audiobook summaries. Learn the 15 secrets of
highly successful people and how you can use
their secrets to boost your productivity, feel less
stressed, and leave work on time each day. Our
lives are filled with distractions. As you go about
your day, your phone constantly buzzes with
important emails, text messages, phone calls,
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and news alerts. These constant interruptions
steal your most valuable resource: time. The
danger of losing time is that you never get it
back. You have 1,440 minutes in a day, the same
as everybody else, but it’s up to you to use them
wisely. Luckily, Kevin Kruse has done the hard
work for you by researching and interviewing
hundreds of highly successful people. Now, you
can learn the 15 secrets for success as laid out
by billionaires like Mark Cuban, Richard
Branson, and Jack Dorsey.
The Energy Clock - Molly Fletcher 2020-01-01
A creative solution to productivity that will
empower every reader to break free of burnout!
Do you feel like you're always running low on
energy? Cut the stressors and begin to live your
life renewed. Molly Fletcher's The Energy Clock
shows you how to adjust your mindset and
accomplish more meaningful work with fewer
distractions. It is a game changing way to give
more of yourself to what's most important, and
waste less of your time and resources on what's

not. The Energy Clock will show you how to:
Create true, lasting balance in your life Stand
tall in the face of pressure Achieve focus, flow,
and freedom Have unlimited energy for the
things that matter most
What Got You Here Won't Get You There Marshall Goldsmith 2010-09-03
Your hard work is paying off. You are doing well
in your field. But there is something standing
between you and the next level of achievement.
That something may just be one of your own
annoying habits. Perhaps one small flaw - a
behaviour you barely even recognise - is the only
thing that's keeping you from where you want to
be. It may be that the very characteristic that
you believe got you where you are - like the
drive to win at all costs - is what's holding you
back. As this book explains, people often do well
in spite of certain habits rather than because of
them - and need a "to stop" list rather than one
listing what "to do". Marshall Goldsmith's
expertise is in helping global leaders overcome
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their unconscious annoying habits and become
more successful. His one-on-one coaching comes
with a six-figure price tag - but in this book you
get his great advice for much less. Recently
named as one of the world's five most-respected
executive coaches by Forbes, he has worked
with over 100 major CEOs and their
management teams at the world's top
businesses. His clients include corporations such
as Goldman Sachs, Glaxo SmithKline, Johnson
and Johnson and GE.
The One Minute Manager Meets the Monkey Ken Blanchard 1989
When a person goes to the boss with a problem
and the boss agrees to do something about it,
the monkey is off his back and onto the boss's.
How can managers avoid these leaping
monkeys? Here is priceless advice from three
famous experts: how managers can meet their
own priorities, give back other people's
monkeys, and let them solve their own problems.
Two Awesome Hours - Josh Davis 2015-05-05

Feeling overwhelmed with work and life
demands? Rushing, multitasking, or relying on
fancy devices and apps won't help. The answer is
to create the conditions for two awesome hours
of peak productivity per day. Drawing on
cutting-edge neuroscience, Josh Davis, director
of research at the NeuroLeadership Institute
explains clearly that our brains and bodies
operate according to complex biological needs
that, when leveraged intelligently, can make us
incredibly effective. From what and when we
eat, to when we tackle tasks or disengage—how
we plan our activities has a huge impact on
performance. Davis shows us how we can create
the conditions for two awesome hours of
effective mental performance by: Recognizing
when to effective flip the switch on our
automatic thinking; Scheduling tasks based on
their “processing demand” and recovery time;
Learning how to direct attention, rather than
avoid distractions; Feeding and moving our
bodies in ways that prep us for success;
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Identifying what matters in our environment to
be at the top of our mental game. We are
capable of impressive feats of comprehension,

motivation, thinking, and performance when our
brain and biological systems are functioning
optimally. Two Awesome Hours will show you
how to be your most productive every day.
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