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Disclaimer 
 

This e-book is copyright protected. This is only for personal use. You 

cannot amend, distribute, sell, use, quote or paraphrase any part or the 

content within this e-book without the consent of the author or copyright 

owner. Legal action will be pursued if this is breached.  

 

 

 

Disclaimer Notice: 

Please note the information contained within this document is for 

educational purposes only.  

 

Every attempt has been made to provide accurate, up to date and reliable 

complete information no warranties of any kind are expressed or implied. 

Readers acknowledge that the author is not engaging in rendering legal, 

financial or professional advice.  

 

By reading any document, the reader agrees that under no circumstances 

are we responsible for any losses, direct or indirect, which are incurred as a 

result of use of the information contained within this document, including – 

but not limited to errors, omissions, or inaccuracies. 
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Introduction 

Friends, we live in an era of information overload. We are constantly 

bombarded with media, technology, entertainment, and notifications every 

day. It seems there are hundreds of people and things competing for your 

attention at any given time. There is no wonder why in the last few years, 

our attention spans have become shorter and our ability to focus and 

produce has decreased. 

 

Your time is valuable. Not being able to focus can have a negative effect on 

how successful we are at work and in our personal lives. Focus is a skill 

that we develop by training and practice. It helps us to increase our 

productivity.  It also requires strategy to help make your time work for you! 

 

Let’s begin by examining time killers that make us less productive. We will 

discuss tips and techniques to help improve your focus. Then let’s create 

your plan will that will get you started on improving your productivity now! 
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Identify Productivity & Focus Killers 

 

“Focus can only occur when we have said yes to one option and no to all 

other options,” says James Clear in his article on Focus. 

 

Time killers are activities that distract us from what we really need to do. 

They don’t contribute to helping us achieve our goals.  

 

Time killing activities are “noise”. They are distractions that kill our ability to 

focus.  Laser focus requires to limit them as much as possible while you 

are working. 

 

The key to focus is to choose one task to do and get rid of the rest. 

Anything that is not essential for completing that task is a distraction. 

 

To help you get started on your journey on maximizing productivity, let’s 

identify those things that are distracting you from completing your work. 

Tomorrow morning when you start work, try taking a written (or mental) 

note of every time you stop from what you are currently working on to do 

something, then come back to your work. Keep a tally.  

 

Once they are identified, let’s write those activities down to put in our plan 

later. We will look for ways to set boundaries to prevent it from happening 

in the future. Here are a few examples of the most common distractions 

and how they affect our ability to stay focused. 
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Your Mobile Device/Phone 

 

It is with you when you wake up, while you are driving, in meetings, at 

dinner, and by your bedside at night. Our mobile devices have become 

another appendage to our bodies. Some people find it difficult to be away 

from their phones, even for a few minutes. Constant notifications from apps 

and texts can quickly distract you, causing a delay in getting your attention 

focused back on the task at hand.  

 

To help us be more aware of our phone usage, some mobile devices (like 

the iPhone) will track home many times you pick up your phone a day. This 

can be a scary number to see. Once you are aware of how many times you 

pick up your phone to check notifications, you can start making some 

adjustments to how often you pick up your phone. 

 

Multi-Tasking 

 

Some people use multi-tasking as a badge of honor to feel accomplished. 

That person may feel that the busier they are, the more things they are 

getting done. The truth is we can work on more than one thing at a time, 

just not as well.  

 

When we can focus on one task at a time, we can give it our full focus. It 

takes time for our brains to switch between tasks which results in time 

wasted. Focus on the completion of tasks rather than getting many tasks 
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done quickly. How often are you multi-tasking? Write down if you feel multi-

tasking helps you feel accomplished. 

 

Social Media Traps 

 

Have you ever fallen into the rabbit hole of YouTube or become so 

engaged with Instagram that you found yourself there for hours? It happens 

often. The chemical rewards we get from our brain when we get likes and 

comments on our posts keep us engaged.  

 

As consumers, we enjoy viewing the millions of videos and content posted 

every day. However, if we are working; this is a hindrance to our 

productivity. The best way to stop this time killer is to set boundaries for 

social media.   

 

- Put time on your calendar for checking/posting social media. Maybe in 

the evening an hour before bedtime. 

 

- Use the time limit features on the apps to set daily time limits. This will 

help you realize when you are past your limit.   

 

- Turn off your social media notifications. Only check your social media 

during your scheduled time. 
 

Putting Too Much on Your Calendar 

 

Do you ever feel the need to fill up every time slot on your calendar? There 

is no reward in having a calendar full of events. Too much of a schedule 
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can hinder your ability to complete the most important things to get done for 

the day.  

 

To limit distractions, make sure only essential events are placed on your 

calendar. A final product review with your team or doctor appointments are 

examples of events that are essential to attend. Most of us know the events 

we must attend. Allow the rest of the time to work toward your goals. This 

gives you the flexibility to be able to complete your tasks in however long it 

takes. This brings us to the next big time killer! 

 

Not Learning How to Say No 

 

Many people struggle with approval addiction or have a difficult time telling 

people no. This leads to having more things to put on your schedule than 

you need or want. To start taking back your time, it means having to turn 

down invitations from people you care about. Sometimes it means turning 

down meeting requests. 

 

Your time and energy are valuable. If you don’t respect it, then other people 

will not either. The best thing to do is, to be honest with them. Let me know 

you are working on an important project and will get back in touch with 

them later.  

 

It is hard to say no; however, it is a necessity when you need to focus. Find 

ways to collaborate with others using methods like email, online 

conferencing or conference calls in place of traditional meetings. 
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Do you have a time-waster not listed here? Make sure you jot those down 

in your plan so that you are mindful of them. Let’s create barriers around 

those distractions to help you stay focused on completing the important 

tasks of the day.
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Productivity Hacks 
 

Here are a few important “mind hacks” to help you improve your 

productivity for the day. 

 

Taking Care of Yourself First 

Our priority should be making sure we are whole healthy human beings. 

When our physical and mental health is declining, there is no way we can 

give our business our full potential. Here are some important self-care tips 

to improve your focus. 

 

 Make sure you get enough rest (7-8 hours of sleep). Your brain 

will not function at capacity when you are tired. While you sleep, your 

body can re-set and heal.  

 

 Eat well-balanced meals. Healthy snacks help your brain function at 

its best.  Try superfoods and increase your amount of green leafy 

vegetables. Meal planning is extremely helpful as well as trying to go 

to the grocery store only once a week. Use stores that offer online 

pickup or delivery for extra productivity points. 

 

 Drink more water. Dehydration can cause loss of concentration and 

focus, according to a study at Georgia Tech. Most authorities 

recommend at least eight 8-ounce glasses a day. 
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 Exercise regularly. Moderate exercise can increase alertness and 

energy that will help you be more productive at work. Regular 

exercise is also important to prevent diseases that can cause you to 

miss out on work. If you can’t make it to the gym, try taking the stairs 

at work. Aim for 30 minutes a day at least 5 times a week. 

 
 Spend some time outdoors. Being in nature helps us bring our mind 

and body back into balance. Take a few minutes out of your schedule 

to take a walk outside. Look at the trees, listen to some water flowing, 

or just take in some sun. 

 

 Try meditation. Mindfulness is a great practice to help clear the mind 

of clutter and be in the present moment. There are paid apps like 

Headspace and Calm that can help you practice mindfulness in under 

10 minutes a day.  

 

Clear Your Space 

A great way to declutter your mind is to declutter the space around you. Set 

up an environment in your office that promotes focus.  

 

Begin with clearing out your workstation from all paper and materials not 

related to the task you are currently working on. Organize papers into 

folders and set them aside for later. You don’t have to be a neat freak! Just 

reducing the clutter in your work area will help reduce the number of 

distractions around you.  
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Check to make sure the temperature in the room is not too hot or too cold. 

Having a please office space can increase your productivity by up to 15%. 

 

Take Breaks 

This is also a part of self-care. Our mind is a muscle that can get tired. 

Sometimes, taking a short break from a task helps us to rejuvenate so that 

we can come back with a fresh perspective.   

 

We guilt ourselves into thinking that the harder we work without breaks we 

can get projects done efficiently. However, we are cheating ourselves and 

our work by not being good to our bodies.  

 

Working without taking breaks leads to a decrease in performance. Take a 

ten-minute break at least to bring some clarity to your mind.  

 

Practice the Two-Minute Rule 

According to Entrepreneur Steve Olenski, completing short tasks right 

away actually takes less time than having to go back and do it. Here is his 

two-minute rule. If you see a task that can be done in two minutes or less, 

just do it immediately.  

 

Listen to Some Music 

Turn on your favorite music station and plug in your headphones! Music is 

inspiring. It keeps our brains engaged and helps to keep us motivated. 

Music also engages the part of our brain that drives our attention. For 

maximum focus, you may want to stick to classical or music with no lyrics. 
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Focus Maximizers 
 

The burnout is real. We can come up with a lot of great ideas for being 

more productive, but it won’t be helpful if you get burnout and quit. Here are 

some helpful hintsto help you manage your time and hopefully decrease 

your chances of burnout. 

 

Compact Your Daily To-Do List 

Created a to-do list is an important part of time management, but often we 

create too large of a list with unreasonable expectations for the day.  

 

Create your list with the top 3-5 most important things to accomplish that 

day. That goes on the top of the list. Next, you list out a few items that can 

be done that day but are not as important or urgent.  

 

Create your to-do list for the next day right before you leave for the 

evening. When you get to the office in the morning, you will be ready to 

start! 

 

 

 

Deep Work 

Cal Newport describes Deep Work as “the ability to focus without 

distraction on a cognitively demanding task”. If you have an important task 

or project at work that requires a lot of brain power, set aside a few hours 
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on your calendar that you intend to not be bothered unless it is a real 

emergency.  

 

During this time, shut down your email applications and put your phone on 

do not disturb. In fact, put your phone in a safe place as far away from your 

reach as possible. Minimize all possible interruptions during this time.  

 

Set up intervals during your day to check email outside of this period where 

you will solely focus on one task.  

 

Find Your Peak Work Period 

This may be different for every person. For some, this may be the first thing 

in the morning once you get to the office. This is the time of day where you 

are physically and mentally more focused.  

 

Trying to get an important report done right before bedtime may not be 

optimal because you are tired and distracted by things going on at home.  

 

Create a routine around this time period where you perform the day’s most 

important tasks during that time period. Creating routines will train your 

body to be ready for being productive. Leave the tasks that do not require 

the same amount of focus for later in the day or during your less optimal 

period. 
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Focus on the Result, Not the Task 

The key here is to commit to finishing the work. Focusing on just 

performing a task may result in having to perform the task over again, 

wasting more time.  

 

Start tracking the about of time that you are spending on tasks.  

Chances are we are not estimating the amount of time it should take to 

complete it. Focus on what it is that you want to complete.  

 

By focuses on the end goal, we can make sure that the things we are doing 

are meaningful and make the best use of our time. 

 

Set Deadlines 

Although setting deadlines may sound stressful, they are helpful in setting 

healthy boundaries. We tend to be more productive and focused when 

there is a time limit. When there is an on-going project, try to make some 

short-term deadlines to work towards.  

 

Break large goals into smaller projects. For instance, if you want to write a 

book, set a smaller goal to write the introduction paragraph this weekend, 

and next weekend write 10 pages for Chapter 1. It is rewarding when you 

feel you have completed a goal on time! 

 

Use Productivity Tools 

Use this helpful list of tools that are designed to help you focus on what is 

important to accomplish for the day. 
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 Hootsuite: Cut down your social media time by scheduling your social 

media posting. 

 

 Evernote: Take your notes with you wherever you go. It is cloud 

based so you can access your notes from your phone, home, or 

office. If you can’t jot down your idea, try using the voice memo on 

your phone to remember to jot your ideas down later. 

 

 Dropbox: Dropbox or any other cloud-based storage like OneDrive or 

iCloud will also help keep your most important documents close by 

for review and sharing at any time. 

 
 Asana: This is a great project management tool for individuals and 

businesses. You can plan you plan and organize your work or choose 

a plan that will help you collaborate with a team. 

 
 Rescue Time: This app helps track time spent on different 

applications to give you a sense of how you are spending your time. 

The paid version will even help to block distracting websites while you 

are working. 

 

Productivity is more of a Journey than a Destination 

As an entrepreneur, you may feel that if you can get that speaking 

engagement, hit your sales projections, or open your brick and mortar shop 

that this event will signal your success. However, it is the commitment to 

the process that makes you successful.  
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It’s getting up every day and doing something toward your goal. If you want 

to become great at anything, you must practice it every day. You must love 

not just the outcomes, but the process in creating the outcomes. 

 

Have some Fun! 

Don’t forget to reward yourself. In project management, we have 

celebrations after completing big projects. Schedule that vacation or put 

that concert on your calendar.  

 

Having something to look forward to is a great motivator for getting your 

goals accomplished. 
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Creating a Focus and Productivity Plan 
 
Now let’s create an action plan to improve focus and productivity. Research 

says it takes 4 weeks to develop a new habit.  

 

Let’s break down our plan into four weeks. 

 

Week 1:  

 

Find out how you are currently spending your time. Productivity apps 

such as RescueTime will send you a report based on your activity. 

This will help you identify those time killers. Otherwise, you can just 

use a note pad. 

 
Find the screen time usage stats on your phone. See what apps you 

use the most and how often. 

 
Clean up your workspace. Organize tasks into folders or notebooks. 

 
Set your clock to wake up the same time every day. 

 

Week 2: 

 

Review results from RescueTime or your results from screen time 

monitored on your phone.  
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Start setting some goals. Write down some daily, weekly, monthly 

and yearly goals. 

 
Add dates to those goals and put them on your calendar. Try using 

Google calendar if you don’t have one already. 

 
Set one goal you want to accomplish over the next 3 weeks. 

 
Find someone to share those goals with. Accountability is a huge 

motivator to make sure you accomplish your goals. 

 
 

Week 3: 

 

At the end of each workday, make a list of 3-5 things you want to do 

the next day. Only the most important goals that you need to 

accomplish. 

 
Find a helpful project planner notebook or try Asana or other project 

management apps.  

 
Practice some self-care. Plan your meals for the week and don’t 

forget to schedule some time for exercise. 

 

Week 4: 

 

Review your calendar. Are there items that are essential? Are there 

things you can take off? 
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Time to celebrate! Make sure you reward yourself when you complete 

the goal you set at week 2. 

 

Review your RescueTime and your phone usage stats at the end of 

the week to see how much time you have saved. 
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Goal Setting to Increase Productivity 
 

Success in any aspect of your life is a result of planning out your goals and 

utilizing your creativity.  The entrepreneurial life is a blessing and the 

perfect personal growth opportunity that allows you the flexibility of working 

your professional life around your personal life instead of having to work 

your personal life around your professional life, as it often is when you’re 

working for someone else. 

 

Operating and growing as a solo entrepreneur takes some serious self-

discipline.  The quest for success is very intentional.  Every decision has a 

major impact. To take action or not take any at all is purposeful.  It has 

been documented that it only takes 5 seconds for an individual to talk 

themselves out of taking action.  Being productive requires action.  And 

before every action there is a decision.  So the next time you try to talk 

yourself out doing something, simply countdown backwards from 5 

(5,4,3,2,1 and Go!).  You will find yourself being more productive this way. 

 

Being productive while working as a solo-preneur who running your 

business from home can pose some challenges. However, gaining the right 

kind of knowledge and putting that knowledge into practice will set you up 

for a happy and productive work life that will wonderfully mesh with your 

personal life.  Read the following tips and advice with a determined mind 

that will see each idea as an opportunity to try new activities and open the 

door to a clearer picture of how you can use your time wisely to run an 

online or any business from the comfort of your home. 
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Tips to Organize Your Business 
 

A good day begins the day before, just like a good month begins the month 

before and a good year begins the year before. Being a productive 

entrepreneur takes a great deal of planning, but don’t let this discourage 

you if planning and organization hasn’t been your strong point.  Most of the 

planning gets done occasionally to whenever-you-deem-it-necessary and 

once you learn some effective methods of planning then it will become a 

natural task for the operation of your business.  The following tips will help 

in creating goals and implementing strategies to see them realized along 

with maintaining the motivation to keep yourself on track. 

 

1. Set short-term and long-term goals 

Goal setting is effective in every area of your life.  Giving yourself a clear 

picture of what you really want in life - in the immediate future and years 

down the road - is an excellent way to keep yourself motivated and 

energized to take action. Start the process by asking yourself:  

   

“What do I really want to do with my life?”  

 

Don’t allow limitations of time and money distort your answer.  Just assume 

that there is nothing that can stop you from eventually achieving and having 

what you truly want. 

 

These goals do have to be written down and kept somewhere you can look 

at regularly.  Put your goals into concise sentences using the “SMART” 
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system as outlined below:  

 

 

2. Brainstorm strategies to achieve your goals. 

Once you’ve defined some short-term and long-term goals you’ll want a list 

of possible strategies to achieve the results you’re looking for.  Create a list 

of strategy options that encompass various alternatives you could use 

deliver the results you’re looking for.  Move beyond your comfort zone and 

think of any wild idea that comes to mind - you want a large list of ideas to 

work with.  Keep this whole list to refer to in the future, but pick a few ideas 

from the list to schedule in and add to your To Do list now. 
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3. Strive for greatness and don’t compromise 

I’m sure you’ve heard of many stories about people achieving great 

success online.  Perhaps you’ve even thought that they had something you 

didn’t or were in a better position to start with than you.  Or maybe you 

even discredited the story as some marketing ploy and their ‘rags to riches’ 

story wasn’t true at all.  While there are a lot of schemers out there, there 

are also a lot of people that have genuinely focused on a goal and worked 

hard and smart to achieve it.  You can do it too.   

 

You can achieve whatever great things you put your mind to.  When you’re 

adding value to other people’s lives, it’s just a matter of making a plan, 

getting organized and never giving up until you can make your mark in 

whatever area is meant for you.  Don’t just settle for affiliate sales (although 

these sales are a nice bonus) and earning money from the success of 

others.  That’s what being an employee is all about and if you’re interested 

in working online than you have already made the decision to be your own 

boss.  Find your niche, explore the opportunities and don’t settle for a 

mediocre business that doesn’t have a soul.  Don’t compromise on your 

opportunity for greatness! 

 

4. Counteract procrastination 

Procrastination is one very bad habit.  It affects most self-employed people 

from time-to-time due to the fact that there’s not always someone expecting 

you to produce something.  It’s fueled by fear, lack of confidence, and 

disorganization.  Putting things off is a sure way to produce an ineffective 

business.  Beat procrastination by building up new habits that make you get 

tasks done, like scheduling in time to do the things you’ve put off.  Habit 
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breaking and making takes about 21 days to take effect, so keep this in 

mind as you’re struggling to stop your learned habit of procrastination and 

creating a new habit of getting things done.   

 

5. Grow from the accountability effect 

Create accountability in your work life by joining or creating a group of like-

minded entrepreneurs where you share plans, ideas and goals in weekly, 

bi-weekly, or monthly meetings.  You can also gain this same effect with a 

one-on-one accountability relationship.  This type of set-up creates an inner 

desire to report back the results of your objectives and gives you that little 

extra incentive to get your plan in action.  Additional benefits of being 

accountable to others are: gaining inspiration from the insights of others, 

being in the position to assist others in their business focus, and developing 

deep and trusting relationships. 

 

6. Use the power of your mind to your benefit 

The human mind is an extremely powerful tool in your business and we’re 

not talking about intellect.  The sub-conscience mind is your motivator, your 

dreamer and your source of productivity.  It can also be your 

discouragement, your criticizer, and your source of inactivity.  Used 

properly, the power available in your mind will have an extraordinary effect 

on your life and your business.  Keep your thoughts positive, keep them 

creative and, most importantly, keep away the damaging and defeating 

thoughts that are passed on by your environment! 
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7. Create flexible schedules and adaptable to do lists. 

Unless you’re the type of person that loves to stick to a specific routine and 

can adhere to a strict schedule, then you’ll really want to cut yourself a bit 

of slack and create schedules and to do lists that allow for shifting of times, 

and deferring tasks.  Working from home can involve work time getting 

delayed from the original plan and projects taking longer than anticipated.  

Just be aware of not letting work always get put on the back burner, which 

is very easy to do in home office.  Working from home does allow for a 

different approach to planning and scheduling.   

 

When creating a schedule for a day, week, or month in advance (whatever 

is the best process for you) don’t schedule the whole day hour for hour.  

For example, plan for marketing tasks Monday morning, website 

maintenance Tuesday afternoon, social media tasks Thursday evening, 

etc.  Whenever you have for time for business block it out for the morning, 

afternoon or evening instead of 9-11am.   

 

8. Use online resources to create a schedule. 

It only seems appropriate that your online business should use online 

resources.  This is effective as you can keep focused on what you need to 

do with a click into a browser instead of switching your focus to paper, 

another program or another device.  This is also great for anybody that 

happens to use more than one computer or device for their work as you 

can quickly access your schedule, as long as you’ve got an internet 

connection, which is necessary for your business anyway. 

 

Google Calendar is a great option for this.  You can sync Google Calendar 
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with an iPhone or Android device and set it up to notify you in different 

ways of upcoming entries in your schedule.  Create a strict or casual 

schedule - whatever you feel is best for you - and if you tend to like the 

paper approach you can print off your schedule as well.  As with most 

Google products, it’s quite customizable to your preferences. 

 

Another great tool is the app Insightly.  Insightly is the easy, powerful and 

affordable online Customer Relationship & Project Management Software 

used by over 400000 small businesses worldwide.  This app works 

amazingly well with your Google Calendar and your smart phone. 

 

9. Use online resources to create a To Do List. 

All the little jobs that you want to do or need to get done should be written 

down on a list.  This list will be comprised of thoughts and ideas that pop 

into your head, tasks to do to move toward your goals and regular tasks 

that you need to do in the operation of your business.  Using an online 

program for this has the same benefits as using an online calendar 

 

Trello is a flexible and user-friendly option for organizing your ideas and 

projects in one area.  You can create many boards and different 

organizations, which is very helpful when you want to start a new project in 

your business.  A board consists of a 3 column listing of “To Do” “Doing” 

and “Done” (which you can change the names of) and you can add in 

comments, checklists, due dates, files and customize to your liking in 

several different ways.  You can also share a Board or Organization with 

other people, so you can collaborate with others on a project and see 

what’s been done, who has done it and what needs to be done.  It’s also 



 

 

27 | P a g e  

 

beneficial to share your task list with some that can simply check up on 

your progress to add that bit of accountability motivation. 

 

10. Make it official and make a business plan 

Many home businesses never get the benefit of a well thought out 

approach to operations and expectations.  Although business plans are 

especially popular for those who are in search or financing, every person 

that would like to make money with their business should have spent the 

time creating some type of business plan.  You don’t need to focus on the 

financial details as much as a traditional plan would, but you want to create 

a plan of how your business will operate and what the products and/or 

services are.  A business plan makes you think about various parts of 

running a business and clarifies its viability in the marketplace.  It may also 

force you to think of a more viable business venture if your original idea 

does look as good written down as it did in your head.  The Internet is full of 

great resources to assist you in creating an effective business plan. 

 

11. See each day as a fresh start to your business 

Don’t let any set-backs from yesterday or any point in the past allow you to 

judge your effectiveness for today.  Only focus on what did work and what 

has been going well for you so far and leave all the negative stuff behind 

you.  Each day will have a new plan of attack that you use to your 

advantage in building your business.  Frustration and defeating thoughts 

are BIG productivity stealers and have no place in growth of a business. 

 

12. Create a small routine to get you “in the mood” to work 

If you were leaving home to go to work, you would have a transition period 
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of getting ready for work at home and traveling to a location and then 

settling into your work space.  When working within your home, you need to 

create some type of routine that becomes a sub-conscience signal for your 

brain to get focused on work.  As an example, you might prepare yourself a 

drink (coffee, tea, smoothie), bring it into your work area, turn on some non-

vocal music, then read a book on personal and/or professional 

development for 15 minutes.   

 

13. Make a Today List 

Similar to a To Do List, a Today List is an informal yet intentional way of 

thinking about what you want to accomplish in your day.  Get yourself a 

pad of sticky notes of whatever size you would like to be able write down 

daily tasks.  You may want to consult a ‘master’ To Do list or some type of 

schedule that you have created to be aware of what your overall tasks are.  

Write down short, to the point notes of what you plan to accomplish in your 

day then stick this somewhere where you can easily glance at it throughout 

the day.  You can add to this list as the day goes on as you might think of a 

phone call you need to make or new task that comes up.  The most 

important part of this exercise is the conscience thinking about your day 

and writing down your intentions as you begin working.  This little list 

should get chucked at the end of the day and don’t make any judgments on 

yourself about whether you did what you had planned to at the beginning of 

the day or not.  Start a new list at the beginning of a new working day.  If 

there are tasks that you want to remember to do that didn’t get done from 

your Today List then just transfer them to your schedule or business To Do 

List. 
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14. Do the small but essential tasks first  

Attending to email, making phone calls or updating your social media 

accounts may be possible essentials that need daily attention.  They are 

also things that can be distracting if you are returning to them throughout 

your working time so that is why it is effective to do these jobs to begin with 

and possibly to finish off with as well.  You will likely have other 

responsibilities that fit into this category, depending on the type of business 

you run - think of all those little things you do that take focus away from 

other jobs. 

 

15. Don’t get caught up on getting everything perfect. 

Many precious hours can be wasted on spending too much time perfecting 

something.  Although you want to portray a certain level of professionalism, 

don’t be overly concerned with getting the perfect look, the perfect words or 

the perfect plan.  You can always add something on your To Do list if 

you’re not really satisfied with how it initially worked out.  This allows you to 

at least complete the task at hand and move on to other productive tasks.  
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Effectiveness: Tips to Getting Results 
 

To be productive you must approach your business with a specific mindset 

that is relaxed, determined and open.  It is most helpful to create processes 

and delegate when needed and keep focused on the task at hand while 

avoiding distractions that take that focus away.  Being effective at 

everything you do and with the thinking you do is a major contributor to a 

productive and prosperous business.  Use these following ideas to get the 

most out of your work day. 

 

16. Keep your desktop free of clutter. 

At the end of office time for the day put everything in its place, which can 

be a combination of drawers, shelves, wall files, filing cabinets and any 

other organizing elements you are utilizing.  Clutter in your environment, 

clutters your mind and can lead to inefficient practices from disorganization.  

Keep this great little saying in mind: “Everything has its place and there’s a 

place for everything.  If there’s not a place for it then you don’t need it!” 

 

17. Create a space to put papers that you need to deal with eventually. 

This may be a box (sized slightly larger than standard letter sized paper 

and 3-4 inches in height) on your desk, a set of stackable organizer 

inboxes, or a multi-pocket/single pocket wall file (great for freeing up 

desktop space.)  Unless you feel that you need the separation, don’t create 

one space for work and one for home.  Consider this a one-stop drop for 

anything you can deal with later and schedule a regular time that you 

attend to these papers.  Don’t let it pile too high so that you feel daunted by 
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the effort to go through it. 

 

 

18. Create systems for your business. 

The most efficiently run businesses are made up of a regulated and unique 

group of tasks that are created once and repeated again and again and 

again.  If you’ve been in business for any length of time you probably have 

a few systems in place already, even if you don’t realize it.  Make the time 

to write down a step-by-step guide to the mechanics of your business; what 

you do in your home office that affects your business.  This process will not 

only help you in defining and organizing the tasks you do (or should do) as 

an entrepreneur, but will also allow you to have someone else keep your 

business running if you’re unavailable for various reasons, which moves us 

on to the next tip… 

 

19. Outsource business tasks that you don’t need to personally do, or 

don’t want to do. 

Every entrepreneur has “stuff” to do that isn’t part of their skill set and isn’t 

enjoyable to them.  Generally, finances don’t allow them to pay others for 

essential business tasks, especially when starting up, yet many people will 

find that as soon as they offload those unappealing chores they become 

more efficient at other jobs and their business really starts to flourish.  In 

our multi-communication society, outsourcing business projects is easier 

than ever and definitely has various benefits to hiring an employee.  You 

can find freelance professionals that are eager to do any project you may 

have through a variety of avenues.  Whether you post a job on one of the 

many freelance bidding sites (www.guru.com, www.upwork.com, 
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www.fiverr.com and www.123employee.com to name a few), search for a 

virtual assistant online or through your local resources, or just have a friend 

or family member complete some work, you can put yourself in a position to 

achieve more with less time.   

 

20. Pay attention to business tasks during your business time - and 

do them only during business time. 

This may seem like it’s an opposite of being productive.  After all, with our 

technology at the level that it is we can have the devices and access to our 

business 24/7.  And why not attend to a few emails or phone calls if time 

permits during non-business hours?  First of all, because those business 

matters won’t really have your full attention if you’re out shopping or visiting 

with friends, and secondly, just as you should give your business your full 

attention, you should also give the other areas of your life your full 

attention.  This advice may not be for everyone, but perhaps it’s just 

something for you to think about for now. 

 

21. Be devoted to just one project at a time. 

Whether it be work or personal and remove all other programs and 

browsers that aren’t related to what you’re working on.  As well, clear your 

desk/ working space of anything that is not related to the task at hand. 

 

22. Set boundaries of when you answer emails and telephone calls - 

and any other form of communication you may be connected to. 

Try to keep in mind that these various forms of communication are for your 

convenience and not for the convenience of others.  You can’t be as 

focused and efficient when you’re letting distractions always take you away 
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from the task at hand.  Schedule in a period of time once or twice a day to 

respond to and initiate conversations, whether it be through email, texting, 

phone calls or any other form of communication with customers, business 

associates and personal contacts. 

 

23. Use the Pomodoro Technique  

This technique was created in the 1980’s by Francesco Cirillo, which 

assists in achieving greater focus and better time management.  It’s a fairly 

simple concept of breaking down your work day into blocks of 25 minutes 

and builds on that main practice to teach more in-depth techniques of 

blocking out distractions, accurately estimating the length of time to do a 

task, and other organizational tips.  You may not want to be a true 

‘Pomodoro’ follower, but reading the details about this technique will 

definitely provide you with some insightful ideas to better manage your 

home business. 

 

24. Schedule closed-door and quiet periods of time. 

While it can be good to be accessible to family members if needed, you 

may need to make at least a couple of ‘no interruptions’ times in your week.  

Some tasks just need your full uninterrupted attention and if you can do 

them without any chance of an interruption, then you will be able to 

produce much better results.  Not everyone will need to use this tactic, but 

if you find that you’re less productive due to minor interruptions then stand-

up for yourself and your business and make your family aware of the times 

you have set aside to complete your high concentration tasks that may also 

mean a quieter time for everyone in the house. 
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25. Do productivity checks. 

This will be a great new habit to foster that will help to keep you focused 

and stopping lots of those time-wasting activities.  Every hour or two check 

in with yourself asking “Is this the best use of my time?” Set an alarm to go 

off, set up Google Calendar to send a notification to your desktop or simply 

stick a note on the wall in your direct sight with this question on it.  

Eventually you will get in the habit of asking this question regularly without 

external prompts and not get into unproductive work to begin with. 

 

26. Don’t get lost in multi-tasking 

Creating an environment that is extremely efficient involves a sustained 

time of focused work.  It can be difficult to really get focused when, each 

day, you’re switching from one activity to another, just to get things done.  

Being able to schedule your time so that you complete a months’ worth of 

blog posts in one day or set up some email broadcasts for the next two 

weeks allows your brain to really get into the one project and produce 

better work in less time than if you broke up the same kind of job over 

several days. 

 

27. Always generate a growing sense of optimism. 

Expect that good things are going to be plentiful.  Have the sense that life 

will bring good rather than bad outcomes and that when you encounter less 

than ideal situations you will be able to overcome it.  Living your life with an 

optimistic mindset will allow you to see the possibilities and take advantage 

of opportunities that come out of hardship. 
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28. Create your business around your passion 

The most successful people have attested to the fact that their passion for 

their business drove them to be innovative, determined and keep focused 

on their tasks.  Be sure that your business focus is somehow connected to 

something you’re passionate about and you’ll find that staying motivated 

and productive feels much easier. 

 

29. Schedule your more challenging work during your prime time. 

Are you a morning person, or does your energy rev up after 6pm?  

Determine when you are at your peak performance and schedule the more 

difficult work, or the stuff you are not so keen on doing, during these times.  

The routine tasks and more enjoyed activities can then be scheduled for 

the other times of the day. 

 

30. Incorporate a reward system for a job well done. 

Although you’ve got “the big picture” incentive of having an awesome 

online business for long-term motivation, it’s useful to create some short-

term incentives to help you get through a challenging undertaking or 

detailed project.  Gear the incentive to your own preference of what you 

see as a reward.  
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Balance – Tips to Energize Your Work Life 
 

I believe that work life balance is a myth.  However, you can use the 

following tips and advice to create a more well-rounded life.  Working from 

home affords you the luxury of taking longer breaks, creating a unique 

home life and fulfilling your desires related to every part of your life while 

running a successful business.  Your life goal should be to have a 

prosperous life, and although this can mean financial prosperity, it more 

importantly points to prosperity in all areas of your life that will result in an 

increase in your enthusiasm for your business.  Strive for balance and 

creating harmony between work and life.  The following tips focus on 

creating balance in your life that will directly influence your business. 

 

31. Always be learning and growing 

Always have a book on the go.  Reading is a vital component to self-

development, which you should be making time for on a regular basis.  This 

is to enrich both your personal development and your professional 

development.  Just making time to fit 15 minutes of reading in will benefit 

you greatly in all areas of your life, which will directly result in better results 

in your business. 

 

32. Schedule your time for business matters and don’t let it impose on 

your personal time. 

Don’t let all the “to dos” get in the way of your personal life.  Working from 

home can end up with some people working all the time, which sort of 

defeats the purpose of being self-employed.  Make that schedule for 
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business tasks and work within that schedule.  There can be the occasional 

exceptions of course, but when you find that you’re not sticking to the 

flexible schedule that you had created, you either need to re-think your time 

or be more disciplined in your approach to working time. 

 

33. Don’t aim to please everyone. 

Be clear on what your motives and intentions are and don’t let someone 

else’s opinion sway your informed decision.  This relates to people in your 

personal life and in your business.  Whether it’s customers that want more 

time from you or quicker responses, or a spouse that feels your online 

pursuits are taking up too much time or doesn’t understand your passion, 

don’t let the opinions of others change your business process when you 

know that’s what you want.  Don’t be completely close-minded either.  Hear 

people out and consider their opinion, then stand up for what you feel is 

right. 

 

34. Share your work schedule with your family. 

Posting a print out of your weekly schedule on the fridge, office door or 

other visible area will let your family members know when you have 

planned to work and even what kind of work you’ll be doing.  This helps to 

avoid someone in your house planning something that requires or requests 

your involvement during your work hours and allows you to share a bit of 

your business life with your family.   
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35. Discuss your business challenges and accomplishments with 

family and friends. 

Have one or two people that you can regularly talk to about what’s 

happening with your business.  Especially when you’re first starting out, it 

can be discouraging to feel like you don’t have anyone to share the 

achievements and the frustrations with.  Even though you can connect with 

many other people online in the same situation as you (which you should 

do) it’s much more effective to get to vent and share with someone you 

already have an established relationship with. 

 

36. Take at least a 15 minute break every 2 hours of work. 

When you’re mainly focusing on your computer screen, you can get 

fatigued much more quickly than if you are moving around.  After sitting at 

your computer for 2 hours, get up and get a drink, have a stretch, take a 

walk, anything that gets you on your feet and not staring at a screen.  You’ll 

find yourself more focused and refreshed after a short break. 

 

37. Use the freedom of your work-from-home lifestyle to have breaks 

that take you outside your house. 

If you’re working a number of hours in your home business then take 

breaks where you can possibly do some personal errands or leave the 

house for an hour or two to take in some physical activity or meet up with 

someone.  Shifting your focus for a longer length of time and creating a day 

that is filled with a variety of activities provides a greater feeling of 

satisfaction with your day, as you’ve been able to give attention to several 

areas of your life.  
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38. Take a reading break. 

If you haven’t made the time in any other part of your day to devote to your 

personal growth through reading then take a reading break.  Find yourself a 

comfortable spot to lounge in, go outside if possible or just locate yourself 

in a different spot than where you were working.  It’s good to get a change 

of scenery and fit in the always important element of learning. 

 

 

39. Use your work break to give attention to the other areas of your 

life. 

The most effective kind of break to take is a break that has you giving 

attention to some other areas of your life.  Using your time wisely in this 

way will create a more productive life and not just center on a more 

productive work life.  As the points above described more specific things 

you can do with your essential break, it is important to keep in mind that 

making your work break a short and sweet time to see family or a lengthy 

outing to experience various other things is an integral aspect to creating a 

balanced life that will have a direct result on the productivity in your 

business. 

 

40. Be nutritionally conscience.   

Eating right is essential on so many levels, but you will find you are so 

much more motivated and productive if you’re feeding your body the right 

kind of fuel.  Get educated on what the best diet is for you and eat a variety 

of foods that are providing your body with the appropriate nutrients that it 

needs to function at an optimum level.  Try to eat with the focus that food is 

for the proper functioning of your body and not just for your taste buds.  Of 
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course, moderation is the key and having little treats now and then is 

acceptable, but make the majority of meals and snacks about providing 

your body the right fuel. 

 

41. Engage in fun and rejuvenating physical activity. 

Physical activity is a great energizer and provides your whole body with 

overall feeling of satisfaction.  Although any type of exercise is beneficial, it 

is an added bonus when you can get some exercise while having fun and 

possibly spending some quality time with family or friends.  A few examples 

of this type of invigorating exercise is biking, brisk walking, playing sports, 

skipping, jumping on a trampoline and rock climbing - just to name a few of 

your options.  Even if you just take a regular trip to the gym and give your 

body a workout, you’ll reap the rewards of physical activity.  The overall 

point here is that exercise can and should be integrated into your life and it 

doesn’t have to be some rigorous workout in the gym.  There’s a whole 

world of possibilities. 

 

42. Nourish your spiritual side. 

You are a spiritual being that needs to regularly nourish that aspect of 

yourself.  If you don’t feel drawn to an organized faith or religion, just be 

connected to the spiritual nourishment of nature.  Realize that there is more 

to life than just what you see and think about and take time every day to 

become aware of your inner spirit through mediation, communing with 

nature, or learning about various spiritual aspects of humanity. 
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43. Make time for face-to-face socialization. 

Get connected face-to-face with people in all aspects of your life, whether 

they be family, friends, business associates or casual acquaintances.  Try 

to make brief encounters and lengthy visits a chance to really connect with 

someone and not just a passing of time.  You never know what may come 

of a conversation where you are truly in the moment and making the most 

of your time with someone. 

 

44. Schedule in time to nurture the most important relationships. 

Just being around your spouse or your children, or any other vital people in 

your life, isn’t going to be an effective way to value that relationship.  You 

have to spend quality time with the people you love and this is easily left 

out if you’re not aware of the lack of connection you may have.  If you find 

you’re not connecting with those special people in your life on an intimate 

level then schedule in a weekly ‘date’ where you spend time with one 

another and get a chance to openly talk.   

 

45. Be an ongoing source of inspiration for others. 

Being an encouragement to other people to have great aspirations, be 

persistent in achieving their goals and be open to new opportunities creates 

a greater sense of ownership in all you are planning to achieve in your 

business and personal life.  Keep the momentum by reaching out to other 

people that you know personally and that you connect with through online 

sources.  When you are constantly inspiring others you will be building a 

habit of determination and success that will lead you to living your life to its 

fullest potential. 
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Life of a Productive Entrepreneur 
 

Surround yourself with empowering messages and people and avoid 

negative voices and mediocre minds.  All the challenges that are faced by 

those working their business from home are eventually overcome by 

getting rid of those ineffective habits and renewing their life with a set of 

new productive habits that are the building blocks to a successful and well-

balanced life.  Building an online business is an achievable feat for anyone 

- you don’t need to start off with special skills or have a lot of money in the 

bank and you don’t need to have everything figured out.  Learn as you go 

and be open to change, especially the change that needs to take place in 

your mind to think and execute plans like a determined entrepreneur. 

 

Take risks and try new things that have the potential to get you in a position 

of growth and wisdom.  Gain knowledge wherever and whenever you can 

to keep motivated and informed.  Planning out various aspects of your 

business, being effective in your approach and having a life that is 

balanced in all areas will provide you a clear path to complete life of 

fulfillment. 

 

Don’t count on the success of your business niche, count on the success of 

you.  If you focus the right attention and determined attitude to keep at it 

and don’t get stuck in a rut or a process that doesn’t work, then you’ll 

always be able to roll with the punches and keep on keeping on. 
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Final Words 
 

All of this takes practice and effort. The steps outlined here will help you 

find ways to help minimize those distractions that may be holding you back 

from focusing on what is most important.  

 

Keep in mind that you’ll need to: 

 

 Identify those time killers 

 Don’t forget that the best way to be productive is to take care of 

yourself. 

 Clear your workspace of clutter. 

 Use some of the productivity apps listed. 

 Practice Deep Work techniques that will help you focus. 

 Don’t forget to reward yourself! 

 
Congratulations! You are one step closer to becoming more focused, more 

productive and achieving your goals! 

 

Also, don’t forget to join us in our community of entrepreneurs within the 

Entrepreneur Success University.  We can provide you with the training you 

need to succeed in business. Check us out at 

https://entrepreneursuccessuniversity.com  

 
 
Toni Coleman Brown 


