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When I began to take an interest in the type
of parental involvement that helped kids
become more independent and confident,
many parents I met were sceptical about
being able to find the time to be more fully
involved in their kids’ lives.
One of the recurrent questions I still get
from parents is “How do I get more stuff
done?” Having committed to regularly
updating my blog and to publishing a
research-based ebook “Fifteen days to
independent kids” by December 2016, I’ve
been asking myself the same questions.

Time is what we want most, but what we
use worst.
Time is what we want most, but what we
use worst.
~ William
Penn
~ William Penn

The quest for answers led me to explore
ways in which I could be more productive. In
this guide*, I share the lessons I’ve learnt.
Let’s get started!
* This guide is free. Please share it with
friends and family members if you enjoy
reading.
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Here’s a quick rundown of the things you’ll find here:

•The seven lies that are stealing your time from a scientific perspective
•Tips on how you can organize your time better.
•And, most importantly, how to put these tips into practice.
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It has become harder than ever before for families to spend quality time. In today’s
fast-paced modern life, parents and kids are caught up in a vicious cycle where every
single moment seems to be filled with multiple activities: school, work, homework,
extracurricular activities, TV, computer games, friends and family visits…
THE GOOD NEWS is that information on how to
manage your time better and become a more
productive person is just a click away.
The bad news is that you can read all the books
and blogs out there about productivity and time
management and still find it hard to stay
disciplined. The thing is, no guide will solve your
time-related problems if you’re unwilling to
honestly identify what you’re busy with.

Adding more hours to your day begins by reflecting
on where your time is going and consciously
deciding what gets onto your to-do list, and what
stays on your not-to-do list.
If you let things and people plan your time for you,
doing the things that matter most will be a constant
struggle.

Knowing is not enough; we must apply. Willing is not enough; we must do.
Goethe
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Everyone pretty much knows that to be productive:
1. You set up your priority tasks.
2. You focus on the first task on your list until completed.
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winding. It is filled with old habits and it’s no secret that old habits die hard.
It’s surprisingly easy to fall into (or back into) habits that reduce your productivity:
It’s surprisingly easy to fall into (or back into) habits that reduce your productivity:
doing busy work instead of important work
responding to the loudest distractions (TV, social media, phone, email…)
* Doing busy work instead of important work
choosing to focus on easy stuff over the hard stuff that needs to be done
* Responding
to the loudest distractions (TV, social media, phone, email…)
procrastination
* Choosing to focus on easy stuff over the hard stuff that needs to be done
multi-tasking…
* Procrastinating
Habits are the things we consistently repeat unconsciously. They are automatic urges to do
* Multi-tasking…
something. Most habits that reduce your productivity are driven by the “lies” you tell
yourself. This guide examines these lies and gives you tips on how you can address
Habits arethem.
the things we consistently repeat unconsciously. They are automatic urges to do
something.
Most habits that reduce your productivity are driven by the “lies” you tell yourself.
Enjoy!

This guide examines these lies and gives you tips on how you can address them.
Enjoy!
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Time is
the
biggest
financial
asset you
can’t
own.
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The Hidden
Lies Keeping You Busy
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I’M GOOD AT
MULTI-TASKING
Being able to do multiple tasks at once makes you more
productive, right? Wrong. There are some cold hard
facts: multi-taskers are less productive than people who
focus on a single activity at a time. One study that
focused on people asked to perform three tasks at the
same time found they were terrible at ALL three. These
findings reinforce the study conducted at Stanford which
found that people performing single tasks performed
better than even the “most gifted multi-taskers”. So why
does multi-tasking make you less productive? Because
the brain can only focus on one thing at a time. While it
can perform multiple tasks, it will not perform them
successfully. Multi-tasking is therefore synonymous with
lack of quality. Though inconclusive, some findings go as
far as to suggest that media multi-tasking may cause
brain damage.

You can have it all. Just not all at once.
Oprah Winfrey
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IT’S GOT TO BE
PERFECT
•

•

Striving for perfection is a good thing: it helps you produce
work. But here’s the problem: focusing on being perfect
actually lowers your productivity levels. It’s easy to hide
behind the reasons why you’ve not yet sent out that
article you’ve been writing: you’re waiting for it to be
perfect; or why you’ve still not finished that project
you’ve been working on: it’s not perfect yet. But can you
really achieve perfection given that perfection is
subjective?
When you become obsessed with perfection, you begin to
procrastinate instead of sending out your work and
getting useful feedback about how you can make it better.
In today’s fast-paced world, waiting for your product to be
perfect before you launch may mean you’re sending it out
too late.
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THE MYTH OF THE PERFECT
PARENT
Never has there been as much pressure for
parents to be perfect as there is today. A recent
study found that the pressure to be perfect was
linked to how mothers thought others judged
their parenting skills. The researchers found that
many mothers still consider that parenting is
supposed to be time-consuming.
Groundbreaking research, however, challenges
this view. It shows that it’s not the quantity of
time you spend with your kids but, rather, the
quality that matters. Little pieces of time matter.
What this research says is that less can be more
and that parents should focus on building
relationships of quality.

When it comes to parenting,
less can be more. Little pieces of
time
matter.

Check out this blog post if you’re a parent
looking for easy ways to get more involved in
your kids’ education.
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I DON’T
HAVE THE TIME

I Know How She Does It is a book
that time management guru Laura
Vanderkam wrote after observing
over 1,000 women who earned more
than $100,000 a year and still found
the time to “do it all”.
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So
how
did they
do it?

* By making use of ALL the hours in a week
* By determining the activities that could be done in
the early morning and those that could be done
when the kids went to bed. This enabled them
to time when the kids got out of school and to
have family time in the evenings.
Lack of time is often synonymous with a lack of
planning:
* Are you planning your time or are you letting
others plan your time for you?
* What gets to be on your to-do list? Should it be on
your not-to-do list?
* Do you respond to the loudest distractions (TV,
internet, social media, blogs) or to important
and urgent tasks?
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WORKING
LONGER IS
SYNONYMOUS
WITH WORKING
BETTER
The research is clear: overworking is bad for
business and it’s bad for you. Findings from
several studies are consistent with the idea that
working fewer hours will make you more
productive and that long working hours can
actually ruin your health. Long working hours
stifle productivity.

How do German workers, who have one of the
shortest working weeks, still manage to be among the
most productive workers? First, they are focused and
diligent about work: when its time to work it’s time to
work. Second, they work hard but play hard. Focusing
on work-related activities during working hours means
that, once they leave the office, they can focus on non
-work-related activities.
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So what can we learn
from the Germans?
-

That being productive does not mean putting in long hours, it means doing what needs to be done by the
end of the working day.

-

That working long hours and being PRESENT in the office for long hours is not the same thing.

-

That working long hours is often a sign of inefficiency.

-

That being busy does not mean being better.
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I NEED TO
WORK “HARD”
TO MAKE
ENDS MEET
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Money. It gives you pleasure and it brings you
pain. There just doesn’t seem to be enough of it.
Why is amassing wealth a key priority for so
many people? Because everybody needs money
to live.
But how much money do you really need?
A few years ago, my partner and I decided to
become minimalists. We had fallen victim to
wanting (and buying) things we didn’t need. We
began by asking ourselves three important
questions:

•
•
•

How much did we really need to get by?
Could we do without some of the things we’d
become accustomed to buying?
Were we buying things because we needed
them or because everyone else was?

Joshua Becker’s The More of Less: Finding the
Life You Want Under Everything You Own is an
excellent introduction to those seeking to adopt
a minimalist approach. Joshua basically argues
that the more you consume, the more you want,
and shows why having less (decluttering) leads
to a fuller life and less stress. And there is plenty
of research to back that up.
Researchers from the Johns Hopkins Carey
Business School and the University of
Illinois have proved that scarcity, rather than
abundance, spurs creativity. A previous
study came to the same conclusions: too many
toys stifle children’s creativity.
Minimalism is not synonymous with frugality.
It’s about clearing the clutter and spending on
what matters. It’s about being more and doing
more with less. It’s about perfecting the
balancing act between spending on what
matters and eliminating the unnecessary.
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Why do some people work under the pressure of an
impending
deadline?
New
research
(Facebocrastination, (argh, don’t you just love it!))
suggests that the “social media habit” has created new
self-control challenges. Things competing for your
attention have become a lot louder, driving you to
choose what’s louder over what’s urgent and
important. The evidence suggests that very few people
actually work better under pressure. No evidence to
date has been able to show that procrastination
produces better results. To the contrary, many studies
have proved that procrastination harms quality and
pulls down your performance.

WORK BETTER
UNDER PRESSURE
Experts in the field of procrastination research in Canada
argue that, by procrastinating, you become your own worst
enemy. Timothy Pychyl, one of the leading experts in the
field and author of the book Solving the Procrastination
Puzzle: A Concise Guide to Strategies for Change, likens
procrastinating to akrasia, a Greek word for weakness of
will: you know it’s bad for you, but you still go ahead and do
it. If you’re a procrastinator, you avoid doing the work that
needs to be done until it can no longer be kept at bay.
Avoiding tasks until the last minute has a negative impact
on productivity.
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So why do you procrastinate and
how do you get a cure?
WHY?

WHAT YOU CAN DO

Plain laziness

Start.

Lack of focus

Disconnect.

Not sure about where to start

Start something. Anything.

You don’t feel like it

Not an excuse. Start.

Fear you’ll fail

What’s the worst that could happen? Start. If you
fail, start again.

It’s become a habit

Read The Now Habit: A Strategic Program for
Overcoming Procrastination.

JUST START ALREADY!
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I CAN’T AFFORD
TO TAKE A
BREAK

Have you noticed that you’re more irritable and
have less patience when you’re tired? A recent
study shows that high levels of stress in parents
(especially mothers) not only translates into poor
education outcomes but also leads to behavioral
and emotional problems.

Parental stress is often linked to the culture of “intensive
parenting” which arouses feelings of guilt and leads
mothers to cut back on the time they spend on
themselves in order to be more available for their kids.
Men are involved in parenting more than ever before but
it is still women who have to deal with the “How do you
balance it all?” question. So, women still feel more
pressure for intensive parenting.
It’s important to realize that:

•If you’re not taking care of yourself, you can’t really
take care of what else needs to be done. You’re less
productive when you’re worked up and tired.
•If you’re stressed, guilt-ridden and anxious, you can
actually do more harm than good.
•Taking time off for yourself will be beneficial for both
your professional and your social life. It will make you
healthier and happier.
20

Now that we’ve dealt
with the lies holding you
back, where do you go
from here?
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Step 1: Don’t make a list. Make the
list.
•

•

•

Being productive is not about having a list; it’s about
having the right list. If you’re spending your time on
things that don’t matter, then you’re not being
productive. If you’re responding to the loudest
distractions rather than to what needs to be done,
then you’re not being productive. The only way to gain
in productivity is to get rid of the things with low or no
value.
Many experts suggest that it’s important to create a
daily planning ritual at the end of each day. This
enables you to evaluate your day, identify what your
time has been spent on, and determine what gets on
your to-do list the following day. One study found that
spending 15 minutes at the end of each day to reflect
on what had been achieved made workers more
productive than if they had actually worked for 15
more minutes. Take the time to organize your day and
your week.
Try keeping a daily journal in which you evaluate what
you’ve achieved at the end of each day and plan for
the next day’s task. Personally, I still use Stephen
Covey’s four quadrants to plan my day:

Being productive is not
about having a list; it’s
about having the right
list.
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So how do you decide what gets
onto your to-do list?
What do you spend your time
on?
How do you focus on the
important stuff and get rid of
the rest?
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Stephen Covey did a pretty good job summing things up:
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When you have a clearer vision of
what is urgent and important, try out
the Ivy Lee method
Although largely unknown today, Ivy Lee
developed a pretty straightforward approach to
peak productivity:
1) At the end of each day, list down ONLY six of the
most important things you need to accomplish
tomorrow in order of priority.
2) The following day, begin with the first task on the
list and work on it until completion.
3) Once the first task is completed, move on to the
second task and so on….

25

•

Create a daily planning ritual. Take the time to
reflect on the tasks you need to do each day.
Noting down what you’ve achieved at the end of
the day helps you evaluate your day and plan
for the next day’s tasks.

•

Always begin your lists with the most important
tasks first. Choose the things that really matter
and be willing to let go of the less important
things that should be on your mental not-to-do
list.

•

All you need is pen and paper but if you’re
looking for mobile friendly apps, check out Day
one which is pretty straightforward and
effective for personal productivity.
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Step 2: Keep it incredibly simple
So, now that you have the list things should be
pretty much straightforward. But here’s the
problem: people often focus on the end rather
than on the means. Think about it: let’s say you
want to lose weight - you say “I need to lose
weight fast”, when it would be much easier to
say “I need to lose one kilo per week”. The same
is true when it comes to your to-do list. If you
don’t know where to start, chances are you’ll
procrastinate. Break down your tasks and begin.
“Finish project introduction” is much more
manageable and less stressful than “finish
project.” Being on your list doesn’t necessarily
mean it’s going to get done – make it incredibly
easy to stick to your schedule.

A journey of a thousand miles begins
with a single step.
Lao Tzu
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Step 3: Manage your attention
Too many things fight for your attention. I’ve
had to struggle with these things too. But it’s
important to realize that there is power in letting
go. You can’t spend your time on everything,
just as you can’t spend your time on everyone.
Social media, which is one of the greatest
distracters out there today, can be hard to resist.
It is also one of the major reasons people
struggle with productivity issues. The research is
clear: social media dependency is a bigger
problem that you think.

•Respond only to what requires your immediate attention.
•Be unavailable certain days and certain times.
•Use your time as productively as possible by allocating timeslots for
social media and email.
•Pay attention to the blogs you subscribe to. Unsubscribe from the
blogs you don’t really need.
28

Step 4: Know thyself
So, it basically comes down to this: unless you
can be a late sleeper and early riser, you need to
focus on your optimal time of the day. Many
studies have found that morningness or
eveningness are often genetically-based: our
bodies wake when they’re ready, and stop when
they’ve had it. It’s important, however, to
determine whether you really work better at
night or whether you’re a serial procrastinator.
If you really do your best work at midnight, go
ahead by all means.
Studies showing that “most successful people are early
risers” are quite common. Night owls have decided to fight
back! One study found that early to bed and early to rise
did not make a man wealthy, healthy and wise! Yet other
studies found that smart people slept late and that night
owls had higher IQs. So, Early bird Vs Night owl – who
comes up on top in this battle? It seems that it’s not a black
and white issue: on the one hand, early birds are
agreeable, conscientious and proactive; on the other, night
owls are creative, smarter and better baseball players! If
the research is to be believed, being a morning person is
cool, and being a night owl is cool too.
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Step 5: Put yourself on your agenda
•Accept that you deserve time to yourself
everyday. Stop feeling guilty about spending
time on yourself.
•Put yourself on your priority list. Relax. Do
something you enjoy. Unwind.
•Don’t know what to do during your “me” time?
Write a list of the things you’ve always wanted
to do and put them on your to-do list.
•“Me” time could be as short as 10 to 15-minute
breaks taken regularly. Commit to taking some
time off every day.
•Creating a daily ritual could make it easier to
take time off.
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Step 6: Have a go at minimalist living

Minimalist living frees up
your time and frees up your
money. Having less means
less stress, more financial
freedom, less work and
more time.
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TRY THE MINIMALIST
APPROACH

•

Start small. Check out everything you have.
You’ll be surprised how much stuff your family
own and never uses. Make it a priority to give
away or sell 10% of your stuff.

•

Take it one step at a time. Your wardrobe? The
kids’ toys (have you noticed how many of their
toys they NEVER EVER play with?)? One room?

•

Buy stuff by all means, but at least have a good
reason for doing so. Are you buying new stuff
because you need to or because you want to?

•

The less toys kids have, the more creative they
become. Next time your kids want something,
find an alternative they can make by themselves.
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Step 7: Say no
Saying yes to everything is a
recipe for disaster. Think of your
time as an investment. Saying no
to some things means saying yes
to the things that matter. Saying
no means gaining greater control
of your life. Saying no frees up
the time you deserve for yourself.

Three good reasons to say no

•
•
•

Because you want to.
Because there’s nothing to gain from saying yes.
Because the time you liberate could be spent
doing something that matters.
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Step 8: Don’t go it alone
It’s amazing how many people think they should
handle everything alone either because there’s
no one else, or no one can do it like they can.
Handling work and/or parenting can often be a
rollercoaster – ask for help! Delegate. Have
confidence in others’ abilities. Get help for the
things you can. It might be different from what
you would have done, but it will probably be
good enough.
It’s hilarious that in 2016, some mums still think
that dads can’t be left alone with their kids. True
relationships are built in childhood by spending
time with both parents. Don’t take this
opportunity away from your partner.

•

Have confidence in your partners’
abilities. Let them share in parenting.

•Have confidence in your partner’s
•abilities.
Trust your
workshare
mates.
Let them
in parenting.
••Trust
Not your
doingworkmates.
it like you would doesn’t
mean it’s not good enough. There’s
•Not
doing
like way
you would
more
thanit one
to skindoesn’t
a cat.
mean it’s not good enough.
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Step 9: Don’t be perfect, be good
enough
Striving for perfection is setting yourself up for failure. It’s
synonymous with inviting stress and disappointment into
your life.
Rather than being perfect, try to be good enough. Being a
good enough worker means finishing your tasks on time and
to the best of your ability.
Being a good enough parent involves a delicate balancing act
between being there for your children without suffocating
them and finding time for yourself and your activities.
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Step 10: Be gentle on yourself
Habits are terrible things and
reversing bad ones needs a large
dose of willpower.
Don’t beat yourself up if you fail now
and then. But how do you keep (or
get back) on track?
1.

Get specific. The easiest way to is to be more
specific about what you put down on your to-do
list. Say you want to start spending more time
with your kids. Let’s get even more specific: say
you want to start reading to your kids: schedule
30 minutes in your to-do list to read to your kids.
Remember everything is about habits. You don’t
create a habit of reading to your kids by saying
“I want to start reading to the kids” but by
accomplishing small regular habits – you read to
them regularly for a few minutes.

2. Never give up. So, you’ve allocated 30
minutes on Wednesday afternoon to read
to your kids and you’re just too tired or
simply don’t feel like it: It doesn’t matter.
Read to them for 10 minutes. Still can’t do
it? Make it 5 minutes. Or tell them a story
off the top of your head. Making habits is
about being consistent. Even little habits
can have amazing results.
3. Have a backup plan. Reflect on what
inspired you to be more productive. Why
did you feel the need to change? This
reflection can get you back on track. What
helpful books and resources helped you
decided to give change a try? Go back to
them and re-read them.
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The ideas presented in
this guide can be
summed up pretty
much as follows:
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Still unsure of where to
go from here? Start simple.
If I could sum up this guide in one
phrase, it would be:
“It’s not what’s on the list that
matters; it’s what you actually do
that does”.
Right now is the best time to start.
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