“Ordinary people think merely of spending time, great
people think of using it.” - Arthur Schopenhauer

MASTERING THE ART OF

PERSONAL
EFFECTIVENESS
A Short Guide to Getting
Things Done
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TIME TO GET INTENTIONAL.
______
"Focus on being productive instead of busy" - Tim Ferriss

E

ach week contains 168 hours, which represent plenty of time to work ‘in’ and ‘on’ your business, spend time
with family and friends, rest and follow other personal projects. But that’s not really how it goes, does it?
There are so many things competing for and demanding our attention in life that sometimes we wonder how
we will ever be able to create the business and life that we have always envisioned.
The reality is, if you don’t make a conscious effort to control your focus and decide in advance which things you’re
going to focus on – you’ll be pulled by the demands of the world and will soon find yourself living by reaction rather
than living by design. In fact, you may already be living by reaction.
Have you ever checked-off everything on your ‘to-do’ list but still felt like you haven’t really accomplished anything
important? Are you focused on taking care of your clients but not on marketing your business? Are you focused on
short term results, but not on moving forward with your long-term strategies (or vice-versa)?

We need to get intentional about the way you use your time.
Our lives are so complex today – we need a system. A system that is simple, easy to apply and effective. A system
that will help you simplify your life and get more done during the course of the day, the week and beyond.

The good news is…it’s easier than you might imagine.
Do you ever wonder what would it be like to have a system where you can plan your days and weeks ahead of time?
Now, imagine how it would feel to have a system, an action plan, to master your time in such a way that you can
walk into your home every night knowing that your week has been fully optimized, business projects are moving
forward, goals are being achieved and your time and energy are utilized exactly where it is needed to deliver results.
Basically, living life under your own terms.
In this eBook, we bring you better ways to plan your day, your week and beyond. It’s a new way of thinking that will
help you consistently focus on what you want to achieve and get you there. With helpful tips you can build the
business and a life you’ve always envisioned.

Ready to dive in? Have a pen and paper ready, take notes and, most importantly, take action.
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MANAGE YOUR TIME,
MANAGE YOUR LIFE.
______
"Entrepreneurs: The only people who work 80-hour weeks to avoid
working 40-hour weeks." - Lori Greiner

T

ime is undoubtedly one of our most valuable possessions. Time that is lost will never come back. This is the
reason why it is so important to master the art of managing your time and by extension, also master your life.
The objective of efficient time management is to make every day count. However, it takes self-discipline to
stay focused, minimize distractions and deal with procrastination.
It’s interesting that you start a business for more freedom but then you end up getting drawn into it, working long
days and abandoning other things that would bring you joy. However, by mastering time, you can introduce structure
into your life. As you start to live within this structure, it will actually give you freedom. When you are in full control
of your time, the stress gradually starts to decline and the overall quality of your life is improved.

4 reasons why you must master your time
1. Get your clarity
The biggest source of anxiety and disappointment is lack of achievement. Sometimes we feel like our lives are going
nowhere; we run in many directions without reaching any destinations. With time-mastery, you can set clear goals
and map your path to understand where you are headed and the progress you are making.
2. Overcome procrastination
It is common to beat ourselves up with the guilt of things that have been left undone and the things we think we
should have done. However, when you learn the skills of effectively mastering your time, you will be able defeat
procrastination and prioritize efficiently. This will make you feel satisfied that you completed the things that are truly
important to you and make you more confident in making better choices while leaving less room for guilt and
procrastination.
3. Improve your energy
It is mentally taxing to worry about the things that are pending and the projects you need to finish. When your time
is of essence to your daily schedule, you become more organized. You can remove all the clutter of unfinished tasks
from your mind that drain your important energy reserves.
4. Make more time available
All work, no play can make Jack a dull boy! You not only need time for work, but also for other things that you enjoy
doing. If you are ill-managed with time, you will rarely ever find a window in your schedule that you can use for other
things that are important in your life. However, to make your life more pleasurable, you must organize efficiently,
thus leaving some room for family, friends and personal projects as well.

Parkinson’s Law
www.Strategist.cc
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PARKINSON’S LAW

I

f you have researched productivity hacks extensively, then you have perhaps come across the phrase
“Parkinson’s Law” at least once, if not more. Do these words seem familiar? “Work expands so as to
fill the time available for its completion.”

This is Parkinson’s Law explained in a sentence.
The way it works in real life is:




You had an entire month to work on a proposal but you completed it in the last 48 hours before
sending it to the potential client.
You were given two years to complete professional development credits that you didn’t finish
until a week before the due date.
You knew for one whole year that you wanted to launch your new website, but you put it off until
the last quarter of the year to have it done.

It is very likely that you have experienced at least one of these situations in your life in some capacity.
Our lives are plagued with complacency and inaction and yet we are able to finish important tasks in less
time than it supposedly requires. You can ignore a task for days or months until it reaches the final week
and then suddenly you become a machine!
This task that you completed in 48 hours is the actual time it takes to complete it, even though you have
been sitting on it for weeks. While the law in itself seems counterintuitive, it becomes completely usable
as you switch the dynamics.

Using Parkinson’s Law to your advantage
To make this law usable to you in your life requires some practice. You can do that by applying artificial
restrictions that will help you work better and more efficiently.

Here are a few tips for doing just that:
1. Set some self-imposed restrictions like working without a laptop charger and then forcing yourself
to finish the work by the time the battery is out of power. Such self-imposed conditions will help you
to finish your work within set timelines.
2. Break your tasks into small chunks and then set specific short deadlines for successfully
accomplishing each of those chunks.
3. You can create simulated time restrictions by moving throughout the day. Forcibly step away from
your desk after every two hours and create a task list to finish before you step away.
4. Set time limits on small tasks like replying to emails. Allocate thirty minutes at the end of the day to
reply to all emails. Don’t let small tasks take up much of your time.
In restrictions, find your freedom
The key takeaway from Parkinson’s Law is that restrictions can actually create freedom. The thinking
may be counterintuitive but it’s also true.
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GUARD YOUR GOALS.
______
"The trouble with not having a goal is that you can spend your life
running up and down the field and never score.”– Bill Copeland

T

op-level athletes, successful business-people and achievers in all fields all set goals. Setting goals gives you
long-term vision and short-term motivation. It focuses your energies and helps you to organize your time and
your resources so that you can make the very most of your business and personal life.

By setting sharp, clearly-defined goals, you can measure and take pride in the achievement of those goals, and you'll
see forward progress in what might previously have seemed a long, pointless routine.

Commit to your goals in writing
According to Dr. Gail Matthews, a psychology professor at Dominican University in California, people are 42% more
likely to achieve their goals just by writing them down. The secret to accomplishing what matters is committing your
goals to writing.

This is important for at least four reasons:
1. It forces you to clarify what you want. Writing down your goals forces you to select something specific and
decide what you want.
2. It motivates you to take action. Writing down your goals and reviewing them regularly motivates you to
execute them.
3. It allows you to filter for other opportunities. The more successful you become, the more you will be
bombarded with opportunities. Maintaining a list of written goals helps you evaluate these new
opportunities.
4. It enables you to see and celebrate your progress.
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STEP ONE: Create your Clarity Chart
Clarity is power. Do you have a vision for the next six months, next 12 months or even the next 5 years? If you don't,
then how can you expect to get there – let alone expect your team to help you get there? Those who truly succeed
in business and in life, have five things in common:
1. They know what they want.
2. They know why they want it.
3. They focus and take action.
4. They have a team they can count on.
5. They never quit.

Refer to the model worksheets in the appendix as you complete the following steps:

Start with the end in mind
Take a moment in a quiet place and clarify what you truly want out of your business and your life. Define three goals
you are absolutely committed to achieving in the next 12 months. If you are really clear and honest with yourself,
you likely have two or three important objectives that represent about 80% of what success looks like for you.
a) Write your first goal.

We all need a vision for our lives. A compelling vision is the key driver to building the
business and life you want. This description needs to be so compelling that you are
driven to do whatever it takes to drive through the inevitable obstacles to achieve it.

b) Define why this goal is Understanding your ‘why’ is paramount to building momentum. If you don’t know
important to you.
your underlying ‘why’ you are doing something, you won’t do it – it’s as simple as
that. Why is this goal important to you? What will it bring to you? To your business?
To your family? To your life?

c) List all tasks that need Write down absolutely everything you can think of that needs or should be done to
to be done to achieve achieve this important goal. In no particular order -- just "dump" everything and
this goal.
anything that comes to mind.
d) Result measurement: How will you know if you succeed? When will you measure your results against your
How will you measure goal? Remember: “What gets measured gets done!” - (Tom Peters).
results?

e) Repeat the above steps for your second and third goals.

www.Strategist.cc
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As an example, if I want to write an eBook, my Clarity Chart would be:
Clarity Chart: 12-month goals
Goal: Write an eBook
Why is this goal important to me:

To share my message with others, to help entrepreneurs, business owners and service professionals take
control of their focus and master their time so they can build a business and life they envision.
To position our firm as THE coaching and consulting firm that will help them breakthrough.
Tasks that needs to be done:
- Write content leveraging tools that I currently use in coaching clients
- Work with copywriter to polish content
- Have layout and cover created by designer
- Add to new website
-…
How will I measure success:

Number of downloads. Goal: 5,000 downloads in the first six months

Focus on the vital few, versus the trivial many
80% of your results come from 20% of your efforts. The Pareto principal is based on an anomaly first pointed out by
the 19th century economist, Vildredo Pareto, who noticed that 80% of a nation’s wealth seemed to be controlled by
20% of its people. The 80/20 relationship is everywhere, and time mastery is not an exception – 80% of your
meaningful results come from 20% of your efforts.
From your initial goal list, under ‘What needs to be done to achieve this goal’, add up the number of items on the
list and divide that number by 5. This will be your 80/20 number. For example, if there are 20 items on the list, your
80/20 number will be 4. If there are 50 items on your list, your 80/20 number will be 10.
Your 80/20 number represents the most important 20% of the items on your list. These are the actions you will focus
on over the next 12 months. Should another idea come to you (and as high-achievers, there’s always another idea!),
you have two options: (1) replace an existing task with this new one or (2) write it on your Clarity Chart to reconsider
next year.
The objective in mastering your productivity is to eliminate and streamline. Focus on fewer initiatives, but tailor
them and implement them to perfection.
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STEP TWO: Create a Commitment Plan for the
year
Breaking down your yearly goals into smaller, more specific or detailed bite-sized pieces, will build momentum and
keep you moving in the direction of your goals. What are the monthly outcomes that will bring you towards your
ultimate goals? When will you complete each task defined in your Clarity Chart? Create a monthly milestone for
the year ahead, divide goals and achieve small victories which will bring you to the grand final victory of reaching
your goals.

January

My Commitment Plan
February

March

Draft table of content

Research material

Draft content

April

May

June

Review content

Finalize content w/copywriter

Translation

July

August

September

Work w/designer for layout

Final review

Launch eBook

October

November

December

Celebrate!

Rest!

Review analytics (# of
downloads)

Each month, review your commitment action for the month, celebrate your ongoing achievements, and focus on
your upcoming actions. Your Commitment Plan should be visible and reviewed regularly to ensure momentum is
built and kept.
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STEP THREE: Focus on what matters by
scheduling time blocks.
Now that you know exactly what needs to be achieved each month in order to reach your goals, you need to
schedule when these tasks will actually occur – it’s nice to know what needs to happen, it’s better to know when it’s
going to happen. Time-blocking is an effective strategy for using your time wisely and achieving greater productivity.
The concept is quite simple: as the name states, divide your week into blocks of times for specific activities. This
allows you to focus on doing the right things, at the right time, for your success. Define your ideal week - what does
the perfect week look for you? When will you focus on your work, your family, your personal growth and
development? When do you have more energy for prospecting activities? For marketing initiatives? To meet clients?
To work out?
Allocate specific focus zones where you will hone in on specific tasks such as:
o Meeting with clients
o Prospecting
o Nurturing relationships with COI

o Administration/operation
o Short-term business projects
o Long-term business projects

Monday

Tuesday

Meditate

Workout

Plan for this
week’s meeting
&
Administration
Lunch

Self

Work

Short-term
business projects
(0-45 days)

Family,
Friends,
Planning

My ideal week
Wednesday

o Marketing
o Personal time
o Family time

Thursday

Friday

Meditate

Workout

Meditate

Client meeting

Client meeting

Client meeting

Prospecting

Lunch

Lunch

Lunch

Lunch

Client meeting

Free/Catchup

Long-term
business projects
(46 days+)
Client meeting
&
Plan for following
week

Kids swimming
lessons

As time-blocking becomes part of the flow of your week, you’ll actually discover how crucial these blocks are.
You’ll also be able to figure out how much time you really need, and whether or not that time or day works for
you, plus other insights.
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The “To-Not-Do” List: 8 Habits to
Stop Now

A

nother habit of high-achievers is not that they do a lot, but that they don’t do a lot. The most
successful people filter out several opportunities every day and focus on just a few very important
tasks. Here are eight stressful, time-wasting and common habits that entrepreneurs, business
owners and service professionals should strive to eliminate:
1. Do not e-mail first thing in the morning or last thing at night. The latter gives you insomnia and the first one
scrambles your priorities.
2. Do not start your day in your inbox. An inbox is a place for other people’s priorities. Start your day with your
weekly planner and/or your calendar. Focus on what you need to do, then check if you received emails
regarding your daily priority only. Emails can wait until after you’ve accomplished your main priorities.
3. Do not check e-mail constantly. Batch email and phone calls into two specific focus zones: The first zone,
after you’ve completed your morning priority and the second, after completing your afternoon priority.
4. Do not agree to or schedule meetings/calls with no clear agenda or end time. Meetings must be productive
and to do so, they need to have a clear outcome. Make your meetings short and to the point – consider
even having a standing meeting; sitting is too comfortable, whereas standing expedites meetings.
5. Do not use your iPhone or other electronic device 24/7. Everyone needs a break once in a while - so does
your device!
6. Do not allow upward delegation. If your team members pass work up to you, do not accept it. Encourage
team members to make decisions for themselves, to take responsibility and be accountable. Keep the most
critical activities, and those you don’t think somebody else can do, for yourself.
7. Don’t allow your open-door policy to be abused. Let people know when you really can’t be interrupted.
There are times when people should not feel free to drop in and interrupt you. It’s up to you to tell them
just when those times are.
8. Stand when you have unannounced visitor. Your body language will signal that you are busy at the moment
and you don’t have much time. You can simply say ‘I’m busy now. Let’s schedule some time later to chat
further on this subject’.
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GET OUT OF BUSY AND GET INTO
PRODUCTIVE.
______
“The journey of a thousand miles begins beneath one's feet." — Lao-tzu

STEP FOUR: Prioritize like a genius

P

ick a time that is right for you, ideally on a Friday afternoon, to strategically plan your week ahead.

List everything you need to do for the upcoming week.
As achievers, we know that whatever we focus on, we will find a way to achieve. The challenge so many face,
however, is in finding balance. Perhaps you focused on taking care of your clients but not enough on
marketing your business? Are you focused on short-term results, but haven’t looked at long-term strategies
(or vice-versa)?
Achievement will not happen by doing ok in some areas, great in some and letting others fall by the roadside.
If you want to build the business and the life you envisioned, there are four areas of focus you must master:
1. Time for your clients
2. Time for the growth of your business
3. Time for the management of your business
4. Time for your health, your personal life and your family

www.Strategist.cc
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Set priorities right
The key to getting more important things done is to do less of everything else. If you want to effectively
manage your time, you must prioritize which tasks need your attention. Categorize each task to be
completed into four categories:
1. Must do

These are items that can and must be completed by you. You are the only one that
has the unique ability to complete these and they're necessary to reach your goals
(read: grow your business!)

2. Should do

These tasks are not required to be done this week, but once your ‘must do's’ are
complete, tackle those next. Often, our ‘should do’ becomes ‘must do‘ over the
upcoming week(s).

3. Wish list

These are items that would be nice to do if we get around to them.

4. Delegate

This is such an important category. Delegate everything that you are not the only
one uniquely qualified to do and get it off your plate. You can give yourself a
reminder to follow up, but get these out of your headspace.

This sounds simple, but you'll see how challenging it can sometimes get.
Capture your to-do's: Week of ____________________________
Before entering a task, ask yourself, “Is this activity I'm considering doing a $10-per-hour, $100-per-hour,
$350-per-hour or $_______ (enter your desired per-hour income) per-hour activity?"
For our clients
Must do
Should do
Wish list
Delegate

For the growth of my business
Must do

Should do

Wish list

Delegate

For the management of my business
Must do
Should do

Wish list

Delegate

For my health, my personal life and my family
Must do
Should do

Wish list

Delegate

www.Strategist.cc
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STOP MANAGING EASY, START
MANAGING PROGRESS.
______
“The key is not to prioritize what’s on your schedule, but to schedule your
priorities.” - Stephen Covey

STEP FIVE: Advanced planning: scheduling your
week

T

here is an important difference between planning and scheduling. In fact, many think the two are the same.
Planning defines WHAT needs to be done (which you have completed in the previous steps), while
scheduling defines WHEN it will be done.

Scheduling is really where the rubber hits the road.
You plan on spending time prospecting this week, but you will schedule your prospecting period to be Wednesday
from 9 am until noon. You plan on working on a client event, but you schedule to work on it Friday from 2-4pm. Is
it the same process? Certainly not!
Enter each item of your ‘must do’ in your weekly planner and schedule it according to your focus zones. When
exactly are you going to attend to this activity? Be realistic here - don’t allocate too little or too much time to tasks.

www.Strategist.cc
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Each morning when you get to the office, simply open your weekly planner and start each day with your ‘must’ items
for that day.
Week of __January 15__________________________
Monday
Meditate
09:00 - 09:30
09:30 - 10:00
10:00 - 10:30
10:30 - 11:00
11:00 - 11:30
11:30 - 12:00
12:00 - 12:30
12:30 - 01:00
01:00 - 01:30
01:30 - 02:00
02:00 - 02:30
02:30 - 03:00
03:00 - 03:30
03:30 - 04:00
04:00 - 04:30
04:30 - 05:00

Tuesday
Workout

Plan for this
week’s meeting 9-11am : Meeting
&
with Barbara
Administration
Lunch

Lunch

1-3pm: finalized
project ‘x’
3-5pm: progress
on project ‘y’

1.30-3.30pm:
Meeting with
Bobby

Wednesday
Meditate

Thursday
Workout

Friday
Meditate

9-11am:
Client Michael

9-11am: Meeting
with Robert

Connect with 5
new LinkedIn
connections

Lunch

Lunch

Lunch

1.30-3.30pm:
Meeting with
Laura

1-3pm: progress
on project ‘z’
&
3-4pm: Plan for
following week

For my personal & family life
6-7pm: Kids
swimming
lessons

Only once these are complete will you move on to your ‘should do’ tasks and items on your ‘wish list’. This approach
ensures that you spend your time where you should.
This extra 30 to 45 minutes of planning on Friday afternoons will significantly increase your productivity and
efficiency. Each day, you will know exactly what you need to focus on. Each week, you will be moving closer and
closer to your goals.
The power of weekly scheduling is all about the perspective and control it provides for your life. Instead of drifting
along, you give yourself a system, an action plan and concrete steps to move forward. In return, you get the freedom
and the satisfaction of knowing that everything is possible. It allows you to manage the day-to-day and often trivial
tasks along with your long-term plans and goals.
Think of this system as an action plan for life; it’s where you gain clarity on what you really want out of your business
and your life. You’ll then map out each step to move towards it.
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CONCLUSION

I

n this eBook, we have simplified the process of time mastery to such an extent that tasks, projects and goals
suddenly appear do-able. There is nothing too difficult or complicated in mastering your time to become highly
productive.

All it takes are better habits, a little structure and a new way of thinking.

To recap, here are your five steps towards mastering the art of personal effectiveness:
Step One: Create your Clarity Chart.
Define three goals you are absolutely committed to achieving in the next 12
months
Define why these goals are important to you
List everything that needs to be done to achieve those goals
Set a measurement benchmark to measure progress
Step two: Create a monthly Commitment Plan for the year in which you break down milestones for
each goal.
Step three: Focus on what matters by scheduling time blocks and developing your ‘Ideal Week’.
Step four: Prioritize like a genius by clarifying your ‘must do’.
Step five: Schedule all your important tasks in your weekly planner.

Try it for one month, and you’ll be amazed how simple this system is and how it will significantly improve your
efficiency.
Commit to integrating one small change at the time, small actions cumulate into significant lasting results
Mastering your personal efficiency is the first pillar for building the business and life you envisioned. To continue
your successful journey, we invite you to visit our website to see how we can help you grow your business:
www.Strategist.cc

To your success!

Sara Gilbert, FMA, FCSI, CSWP, NLP Post-Master
Founder ● Speaker ● Business Consultant
Phone: 514.898.1505 ● service@strategist.cc ● www.Strategist.cc

Join us!
www.Strategist.cc

16 | Page

APPENDIX
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STEP ONE: Create your Clarity Chart
12-month goals
Goal:

Goal:

Goal:

Why is this goal important to me:

Why is this goal important to me:

Why is this goal important to me:

Tasks that needs to be done:

Tasks that needs to be done:

Tasks that needs to be done:

How will I measure success:

How will I measure success:

How will I measure success:

www.Strategist.cc
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STEP TWO: Create a monthly Commitment Plan for the year

www.Strategist.cc

January

February

March

April

May

June

July

August

September

October

November

December
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STEP THREE: Focus on what matters by scheduling time blocks.

Self

Monday

Tuesday

Wednesday

Thursday

Friday

Lunch

Lunch

Lunch

Lunch

Lunch

06:30 - 07:00
07:00 - 07:30
07:30 - 08:00
08:00 - 08:30
08:30 - 09:00
09:00 - 09:30
09:30 - 10:00
10:00 - 10:30
10:30 - 11:00
11:00 - 11:30

Work

11:30 - 12:00
12:00 - 12:30
12:30 - 01:00
01:00 - 01:30
01:30 - 02:00
02:00 - 02:30
02:30 - 03:00
03:00 - 03:30
03:30 - 04:00
04:00 - 04:30
04:30 - 05:00
05:00 - 05:30
05:30 - 06:00
06:00 - 06:30

Family,
Friends,
Planning

06:30 - 07:00
07:00 - 07:30
07:30 - 08:00
08:00 - 08:30
08:30 - 09:00
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STEP FOUR: Prioritize like a genius
Week of ___________________________
Before entering a task, ask yourself, “Is this activity I'm considering doing a $10-per-hour, $100-per-hour, $350-per-hour
or $_______ (enter your desired per-hour income) per-hour activity?"
For our clients
Must do

Should do

Wish list

Delegate

For the growth of my business
Must do

Should do

Wish list

Delegate

For the management of my business
Must do

Should do

Wish list

Delegate

For my health, my personal life and my family
Must do

Should do

Wish list

Delegate

www.Strategist.cc
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STEP FIVE: Advanced planning: scheduling your week
Monday

Tuesday

Wednesday

Thursday

Friday

Lunch

Lunch

Lunch

Lunch

Lunch

09:00 - 09:30
09:30 - 10:00
10:00 - 10:30
10:30 - 11:00
11:00 - 11:30
11:30 - 12:00
12:00 - 01:00
01:00 - 01:30
01:30 - 02:00
02:00 - 02:30
02:30 - 03:00
03:00 - 03:30
03:30 - 04:00
04:00 - 04:30
04:30 - 05:00

For my personal & family life
05:00 - 05:30
05:30 - 06:00
06:00 - 06:30
06:30 - 07:00
07:00 - 07:30
07:30 - 08:00
08:00 - 08:30
08:30 - 09:00
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