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INDEX

Above and beyond, 211–212

Accessibility, 5, 121–122

action planning worksheet,

164–165

assessment, 9

business travel, 155–161

calendars, 131–141

contact management,

149–154

e-mail, 142–148

organization systems, 123–130

summary, 162–163

Accountability, 5, 167–168

action planning worksheet,

198–199

assessment, 10

decision making, 184–188

ethics, 172

evaluating/speeding up tasks, 176

feedback, 171–172

fine-tuning your behavior, 171

focus and, 176–177

foolish consistency, 174–175

knowledge/skills/abilities (KSAs),

173–174

mastering necessary knowledge,

171

self-discipline, 178–183

simplifying tasks, 175–176

social media time wasters, 172

summary, 197

taking personal responsibility,

169–172

technology and, 177

Action-planning worksheets

accessibility, 164–165

accountability, 198–199

activity, 47–48

attention, 119–120

attitude, 237–238

availability, 88–89

Activity, 4–5, 13–14. See also

Productivity

action planning worksheet,

47–48

assessment, 8

family/leisure time, 33–36

goal-orientation, 16–20

measuring success, 26–27

roles and responsibilties, 23

summary, 45–46

to-do lists, 37–44

Adams, Scott, 31

Addresses. See

Contact management

Adversity, 230

Agendas

for meetings, 78

for teleconference, 83

Allen, Woody, 214

American Time Use survey, 98

Analyze/visualize, 186
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Appointments

calendar for, 137–140

canceled, 195

software and, 70–71

Arnold, Jeff, 170

Assessment quiz

accessibility, 9

accountability, 10

activity, 8

attention, 9

attitude, 10

availability, 8

scoring, 11

Attention, 5, 91–92

action planning worksheet,

119–120

assessment, 9

distractions, 97–100

e-mail, 93–96

handheld communication devices,

112–116

multitasking, 101–105

social networking, 106–111

summary, 117

technology and, 99–100

Attitude, 5, 201–202

action planning worksheet,

237–238

adjusting to situation/personality,

220–227

assessment, 10

creativity and openness,

215–219

factors, 230–232

perseverance, 208–214

short- and long-term vision,

201

stress and, 203–207

summary, 235–236

Availability, 5, 49. See alsoMeetings;

Prioritizing

action planning worksheet,

88–89

assessment, 8

deadlines, 51–55

delegating, 64–67

interruptions, 56–61

summary, 86–87

Balance, in work-life, 181

Barefoot, John, 204

Berg, Art, 155–156

BlackBerry. See Handheld

communication devices

Blame, accepting, 169–171

Blip.tv, 109

Bloom, Benjamin S., 212

Boldness, 210

Boundaries, setting, 56

Business cards, 153–154

Business travel, 155–161

briefcase/laptop protection, 157

chargers and connectors, 159

docking stations, 158

efficient packing, 156–157

EVDO, 160

jump/thumb drives, 158

personal broadband, 160

phone cards, 159

planning, 157

pocket folder/portfolio,

160

preparations, 160–161

remote computer access,

158–159

smart phones, 158

spending money to save time, 161

tools/technology for, 15

working on the plane,

155–156

Calculated risk, 218–219

Calendar

for appointments/meeting,

137–140

customizing to your preference, 72
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Calendar (continued )

electronic, 138–139

hybrid method, 139

paper, 137

private, 69–70

templates, 138

updating, 73

wall calendars, 138

Can-do positivity, 5, 230

Category lists

examples, 134–135

organizing options, 135–137

Cathcart, Jim, 184

Challenge of Leisure, The (Pack), 29

Change, resistance to, 219

Checklists, for repetitive tasks, 43

Christiansen, Morton, 101

Churchill, Winston, 208

Circuit City, 232

Clothing, for business travel, 156–157

Colvin, Geoff, 212, 213

Communication. See also Handheld

communication devices

attitude and, 236

customers and, 24

meeting confirmations, 80

personalities and, 220, 222–227

setting boundaries, 52–53

Competence, 2

Compliance, 187

Complications, solutions for, 26

Concentration, 5. See also Attention

Conditional knowledge, 104

Conference calls, 76–77

Contact management, 149–154

business cards, 153–154

electronic methods, 151

history, 152–153

hybrid methods, 151

paper methods, 150–151

Contextual knowledge, 104

Contributions, to company revenue,

22

Conway, Christopher, 101

Coors, Joe, 218

Courtesy, 228

Creativity, 53–54, 216–217

Crisis creators, 225

Crocheron, Wes, 185

Customer communication, 24

Customer service, 209

Daily to-do lists. See under To-do lists

Day-Timer and Productivity Pro1,

126, 130, 152

Deadlines, 51–55, 57

creating, 182

decision making and, 186, 187

meeting, 179–180

Decision making, 184–188

changes and, 187

tools, 185–186

Declarative knowledge, 104

Delegating, 64–67

creating an outsource team, 66

low-priority items, 42

training others, 64

Dependencies, 58

Desktop software, for organization,

127–128

Details, specifying appropriate level of,

24–25

Discipline, 178–183

Discrepancies, 58–59

Disruptions/distractions, 40, 57–60,

97–100. See also Time Wasters

Documentation, 30

Drive, 5

Driving, and communication devices,

115

Drop-ins, 60–61

Dysfunctional productivity

personalities, 222–227

Efficiency, 42

Effort, 210–211
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80/20 principle, 189–191

Eliminating tasks, 42–43

E-mail. See also Handheld

communication devices

best practices for organization of,

143–147

interruptions by, 60

management of, 93–96, 142–148

meeting requests, 69

E-mailer personality, 225–226

Emergencies, 57–58

Emerson, Ralph Waldo, 174

Employer utility, 170

Empowerment, and decision making,

184

Encore Effect, The (Sanborn), 180

Energy level, 39, 216

multitasking and, 102

Entitlement, 231

Ethics, 172

EVDO (Evolution Data Optimized),

160

Exhaustion, 102

Expected value, 218

Facebook, 106

Failure, fear of, 218

Family time, 17, 20, 57, 114

Fear of failure, 218

Feedback, 171–172

Flexibility, 181, 217

Focus, 5

accountability and, 176–177

fearing loss of, 36

as key to productivity, 193

on mission, 18

prioritizing, 38

technological distractions,

97–100 (See also E-mail)

Foolish consistency, 174–175

Forgetfulness, 195

Francis, Sylvia V., 91

“Free time,” 31

Geomeeting.com, 76

Gladwell, Malcolm, 212

Goals, 16–20

actionable, 39

attainable, 18–20

priorities and, 17–18

professional mission, 16–17

written, 19–20

Godbey, Geoffrey, 31

Goldsmith, David, 186

Goodin-Mitchell, Kathy, 235

Guilt, 34–35

Habits, 54–55

Handheld communication devices,

112–116

addiction to, 112–113, 115–116

calendars, 139

family time and, 114–115

Hannon, Maria, 202

Health

as key to productivity, 193

natural rhythms of body, 39

negativity and, 204

worry and, 207

HootSuite.com, 109

Ideational inspiration, 209–210

Incentives, 187

Indispensability, 21–22

Inspiration, 209–210

Integrity, 202

Internet

distractions, 98

as time waster, 193

Interrupter personality, 224

Interruptions, 40. See also Handheld

communication devices

categories of, 56–61

in speaking, 222

James, William, 179

Job description, 22–23
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Kotter, John, 211

Kutayia, Dave, 168, 173

Lapp, Janet, 182–183

Lateness, 179–180

Law of Inertia, 183

Leave the Office Earlier (Stack), 16

Leisure, 33–36

Limitations, knowing, 64–65

Master to-do lists. See under To-do lists

Maximum Results in Minimum

Time1, 16

Mayo, Charles, 207

Measuring success, 26–27

Meeting addicts, 225

Meetings

agenda distribution, 78

breaks, 79

calendar for, 137–140

canceling, 76–77

confirming, 80

invitations to, 68–69

limiting attendees, 77

meeting-request responses, 71

notes, 81

online scheduling for outside

parties, 79

productivity and, 25

reading materials for, 70

refusing unnecessary, 75–76

requests and responses for, 77

scheduling, 71, 78–80, 81–82

teleconferencing guidelines,

81–84

travel times, 70

Mencken, H. L., 241

Metacognition, 103–104

Methodological knowledge, 104

Microsoft Outlook

calendars, 69–70, 128

category box, 70

contacts, 72

displaying multiple windows in,

71–72

e-mail alerts, 94, 95

e-mail organization, 143–147

journal feature, 81

meeting invitations, 69

Notes, 136

organization and, 127–128

to-do tasks, 133

Mindset, 6

Mission, 16–17, 18

Morgan, Rebecca, 156

Motivation, 5, 17

Multitasker personality, 223–224

Multitasking, 101–105

Music model, 213

Negativity, 204

News coverage, 205–206

Objectives, 22–23. See also Goals

Openness, 209

Optimism, 233

Organization systems, 123–130

assessment, 124–125

desktop software, 125,

127–128

handheld devices, 128–129

hybrid methods, 129–130

paper planners, 126–127

web-based applications, 128

Outsource team, 66

Overscheduling, 41, 55

Pack, Arthur, 29

Packing, for business travel,

156–157

Packrat personality, 226

“Paperless” office, 30

Paper planners, 126–127

Paperwork discrepancies,

58–59

Pareto, Vilfredo, 190

Partial delivery, 54, 187
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Perfection

counterproductivity and,

181–182

practice and, 212–214

Perfectionist personality, 226

Perseverance, 208–214

boldness, 210

effort and, 210–211

going above and beyond,

211–212

inspiration and, 209–210

motivation and, 210

practice makes perfect,

212–214

urgency and, 211

Personal broadband, 160

Personality differences, 220–228

dealing with difficult personalities,

222

dysfunctional productivity

personalities, 222–227

Personal responsibility. See

Accountability

Phone cards, 159

Piler personality, 223

Ping.fm, 109

Planning, 19. See also Prioritizing;

To-do lists

business travel, 157

teleconferences, 82–83

tools, 126–127

Politeness, 228

Portable WiFi, 160

Positiveness, 229–234, 236

Post-vacation slam, 195

Practice, 212–214

Printed documents, 30

Prioritizing, 19. See also To-do lists

letting some tasks go, 63–64

low-priority items, 41–43

system-building, 54–55

Problem solving, 233

Procedural knowledge, 104

Procrastination, 179, 182–183,

191–192

Procrastinator personality, 224

Productivity, 13–14. See also

Creativity; Goals

calendars, 131–141, 140–141

consistency in, 240

contact management,

149–154

distractions, 97–100

e-mail distractions, 93–96

family/leisure time and,

33–36

importance of, 17

keys to, 192–194

multitasking, 101–105

organization systems, 123–130

realistic goals, 18–20

reevaluating habits of, 25–27

summary, 45–46

vs. busyness, 195–196

Productivity Pro1, 126, 152

Profitability, contributing to, 22

Purposeful abandonment, 24

Quality, determining level needed, 43,

53

Quality management standards, 104

Quiz (SuperCompetent assessment),

7–11

Recognition, 41

Recreation, 33–36

Reflection, 15

Reliability, 178

Reports

determining need for, 24

specifying appropriate detail level,

24–25

Resistance to change, 219

Responsibility, 17–18, 20. See also

Accountability; Roles and

responsibilities
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Reward, 41

Risk, calculated, 218–219

Robbins, Alan, 34

Robinson, John P., 31

Rogers, Will, 221

Rohn, John, 192

Roles and responsibilities, 23

Roshak, Cheryl, 217

Sanborn, Mark, 180

Scheduling

labels, 69

meetings, 69, 78–80

software, 68–72

time for self, 41

Schlimmbesserung, 29

Schweber, Bill, 201

Scrapper personality, 223

Self-control, 5

Self-discipline, 5, 178–183

A Sense of Urgency (Kotter),

211

Service-oriented attitude,

231–232

ShareCalendar, 128

Shortcuts, 43

Simplifying a process, 42

Smart phones, 158

Socializer personality, 224–225

Socializing at work, 61, 193

Social networking, 106–111

connecting, listening, contributing

to, 110–111

determining goal for,

109–110

routine for, 108

separating business/personal lives,

107–108

third-party applications,

108–109

SocialOomph.com, 109

Software

calendar, 138–139

organization systems, 125,

127–128

scheduling, 68–72

Solutions (reevaluating complicated

processes), 26

Specific factual knowledge,

104

Standards, lowering, 43, 53

Status quo, 217–218

Status reports. SeeReports

Streamlining tasks, 53

Streamlining your life, 177

Stress, 203–207

acknowledging, 205

changing the worry habit,

206–207

taking break from bad news,

205–206

Success measurement, 26–27

SuperCompetent

assessment, 7–11

universal traits of, 4–5

System-building, 54–55

Talent is Overrated: What Separates

World Class Performers from

Everyone Else (Colvin), 212

Tardiness, 179–180

Tasks

completing in less time, 176

simplifying, 175–176

Teamwork, 227–228, 233

Technology, 28–32. See also E-mail;

Handheld communication

devices

guidelines for optimum use of,

99–100

taming, 60

Teleconferences

planning, 82–83

process, 83–84

protocol, 84

Television, 98
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Tenacity, 211

10,000-hour rule, 212

Thinking about thinking, 103–104

Time

drains on, 25–26

lack of, 30–32

negotiating, 52

value of, 23

Time for Life (Robinson and Godbey),

31

Time management. See also Time

Wasters

blocking out time to work, 72–73

distractions and interruptions,

40–41

e-mail, 93–96

saying no, 52–54

social media routine, 108

software for, 68–72

Time off, 33–36

Time Wasters, 189–196

80/20 principle, 189–191

eliminating time-wasting behavior,

193

procrastination, 191–192

typical, 194–195

workplace, 193–194

To-do lists, 37–44, 131–137

category lists, 134–137

daily, 132, 133–135

eliminating anxiety over,

37–38

low-priority items, 41–43

master list, 132–135

organizing options,

133–135

tasks that won’t go away, 38–41

Training

backup help, 64

for technology, 100

Travel, business. See Business travel

Truman, Harry S., 167, 216

Twitter, 110

Upbeat attitude, 236

Urgency, 211

Vacation, 35, 195

Vision, 201

Waiting time, 195

Web-based organizational tools, 128,

140

Webinars, 76–77

Werts, Diane, 98

WiFi, 160

Workaholic personality, 227

Work ethic, 213, 231

Work/life balance, 181

Workplace socialization, 61

Worksheets. See Action-planning

worksheets

Worry, 206–207

Written goals, 19–20
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