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Terry’s 10 Tips on Professional Productivity

Here are 10 professional productivity tips designed to maximize output
while minimizing burnout, including narrative descriptions and explicit
workplace examples.

1. The Fortress of Solitude: Time Blocking

Instead of reacting to demands as they arise, proactive time blocking
involves dividing your day into distinct blocks of time dedicated to specific
tasks or task groups. This creates a psychological "container" for deep
work, reducing the anxiety of "what should | be doing right now?" and
preventing the fragmentation of your attention.

By treating a work block as an unmovable meeting with yourself, you
signal to your brain that this is high-value time. It moves you from a
reactive state (checking email every 5 minutes) to a proactive state
(executing on key deliverables).

Workplace Examples:

o The "Deep Work" Morning: You block 9:00 AM to 11:00 AM on your
shared calendar as "Strategic Planning - Do Not Disturb." During this
time, you close Slack and email to draft a quarterly strategy
document without interruption.

« The "Buffer" Block: You schedule a recurring 30-minute block at
4:30 PM daily to handle unforeseen requests or spillover tasks,
ensuring you don't have to stay late to finish unexpected admin
work.

2. Escaping the Urgent-Important Trap (The Eisenhower Matrix)

It is easy to confuse "urgent" (requires immediate attention) with
"important" (contributes to long-term mission/values). The Eisenhower
Matrix asks you to categorize tasks into four quadrants to determine how
to handle them: Do, Diarise, Delegate, or Delete.
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If you spend all day fighting fires (Urgent/Important) or answering
interruptions (Urgent/Not Important), you never get to the strategic work
that moves the needle (Not Urgent/Important).

Eisenhower Matrix

Urgent-Important Matrix

U Do Schedule

Tasks you will do immediately Tasks you will schedule to do later

Ex: Project Planning Ex: Health checkup, Exercise

IMPORTANT

NOT URGENT

URGENT

O Delegate

@ Eliminate

Tasks you will spend less time with Tasks that you will eliminate
and delegate to someone else
Ex: Web Surfing, Watching TV

Ex: Replying to certain emails

NOT IMPORTANT

Workplace Examples:

« Delegating the "Urgent/Not Important": A colleague asks for data
you have access to, but it's not part of your core KPIs. It feels urgent
to them, but it's a distraction for you. You delegate this by showing a
junior team member how to pull the report so they can own it
moving forward.

« Diarising the "Important/Not Urgent": You need to learn a new
software tool to improve workflow next year. It's not due today, so it
keeps getting pushed. You use the matrix to schedule 2 hours for
training next Tuesday, treating it as mandatory.
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3. The Context-Switching Cure: Task Batching (Terry’'s new
fave)

Context switching (jumping between ‘mental modes’: a spreadsheet, an
email, a meeting, and a chat message)destroys focus. It takes an average
of 23 minutes to regain full focus after an interruption. Task batching
involves grouping similar low-energy tasks together and doing them all at
once.

This reduces the "setup cost" of your brain switching gears. By processing
similar information types in a streak, you create a flow state even for
mundane administrative duties.

Workplace Examples:

« Email Windows: Instead of keeping your inbox open all day, you
process email only at 9:30 AM, 1:.00 PM, and 4:30 PM. You reply to 20
emails in one 30-minute burst rather than intermittently over 8
hours.

« Expense Reporting: Rather than filing expenses every time you buy
a coffee or book a flight, you save all receipts in a folder and spend
the last hour of Friday afternoon submitting them all in one go.

4. The Two-Minute Rule: Clearing the Decks

Popularized by David Allen’s Getting Things Done, this rule is simple: If a
task will take less than two minutes to complete, do it immediately. Do not
write it down; do not schedule it.

The cognitive load required to remember to do a tiny task later is often
greater than the effort required to just do it now. This keeps your to-do list
clear of clutter and prevents "task debt" from accumulating.

Workplace Examples:

« Meeting Confirmations: You receive an invite for a workshop.
Instead of leaving it in your inbox to "decide later," you check your
calendar, accept the invite, and archive the email immediately.

e Quick Approvals: A subordinate sends a document request via
Slack. You glance at it, see it is correct, and type "Approved" instantly,
rather than marking it unread to look at "when you have time."
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5. The 80/20 Reality Check (The Pareto Principle)

The Pareto Principle states that roughly 80% of consequences come from
20% of the causes. In a professional context, 80% of your impact comes
from 20% of your tasks. Perfectionism often drives us to over-polish the
80% of work that yields very little return.

Applying this means ruthlessly identifying which tasks actually drive
revenue, satisfaction, or progress, and being okay with "good enough" on
the rest.

— Vital Few ]

'

Trivial Many
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Workplace Examples:

o The Internal Memo: You need to update the team on a policy
change. Instead of spending 2 hours formatting a beautiful PDF, you
spend 15 minutes writing a clear, bulleted email. The result
(information transfer) is the same.

« Client Acquisition: You analyse your sales data and realize 80% of
revenue comes from 2 established clients, while you spend hours
chasing 10 small prospects. You shift focus to upsizing the 2 major
clients.

6. Surfing Your Ultradian Rhythms

Time management is actually energy management. Humans operate on
ultradian rhythms (cycles of about 90 minutes of high focus followed by a
dip in energy). Fighting these dips with caffeine or willpower usually leads
to errors and frustration.

Identify your "chronotype" (are you a morning lark or a night owl?) and
map your most difficult work to your high-energy peaks, saving low-
energy tasks (admin, responding to Slack) for the troughs.

Workplace Examples:

o The "Lark" Strategy: You know your brain is sharpest at 8:00 AM.
You refuse early meetings and use that time for coding or writing.
You schedule your recurring status update meetings for 2:00 PM,
when your energy naturally slumps.

« The Mid-Day Reset: After a 90-minute sprint on a complex project,
you feel your focus fading. Instead of staring blankly at the screen,
you walk away for 10 minutes to grab water or stretch, returning with
a reset timer.

7. The Asynchronous Default

In the age of remote and hybrid work, the default is often to "hop on a call."
This Kills productivity. Adopting an asynchronous default means
attempting to solve problems via documentation, video messages, or text
before requesting a synchronous meeting.
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This forces you to articulate your thoughts clearly and allows the recipient
to process the information on their own time, preventing calendar
congestion.

Workplace Examples:

« The Loom Video: A colleague asks how to use a specific dashboard.
Instead of booking a 30-minute Zoom to show them, you record a 3-
minute screen-share video explaining it and send the link. They can
watch it at 2x speed and refer back to it later.

« The "Silent" Status Update: You cancel the weekly round-table
status meeting and replace it with a shared document where
everyone inputs their updates by Friday at noon. The team reads it
asynchronously, saving everyone an hour.

8. Strategic Subtraction (The Graceful "No")

Productivity is not about doing more things; it is about doing the right
things. Every time you say "yes" to a minor request, you are implicitly
saying "no" to a major priority. Strategic subtraction involves declining
opportunities or requests that do not align with your core objectives.

This requires moving past the fear of displeasing others and offering
alternatives that protect your time without burning bridges.

Workplace Examples:

« The Committee Invite: You are asked to join a "Fun Committee" for
office events. You reply, "I'd love to help the team culture, but | am
currently 100% focused on the Q4 product launch and can't commit
the time right now. Please keep me in mind for next year."

e Scope Creep: A client asks for an extra feature mid-project. Instead
of just saying yes and working weekends, you say, "We can definitely
add that, but to keep our delivery date, we would need to swap it out
with [Feature B]. Which is higher priority for you?"
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9. The Digital Mise-en-Place

In professional cooking, mise-en-place means "everything in its place"
before you start cooking. In knowledge work, this means organizing your
digital environment so you don't waste brainpower looking for files or
navigating clutter.

A disorganized desktop or file system causes micro-frustrations that
accumulate into decision fatigue. If you have to search for 5 minutes to
find the project brief, you've likely already lost your train of thought.

Workplace Examples:

« The "Downloads" Folder Purge: You set up an automated rule or a
weekly habit to clear your Downloads folder, filing essential items
into the correct project folders and deleting the rest, so you never
have to hunt for "Proposal_Final_v3.pdf."

« Browser Tab Bankruptcy: You use a browser extension (like
OneTab) to collapse all open tabs into a list at the end of the day.
When you start the next morning, you open only the 2 or 3 tabs

relevant to your first task, rather than being assaulted by 40 open
windows.

10. The Friday Shutdown Ritual

Work often follows us home (mentally) because of "open loops" (unfinished
tasks that our brain keeps rehearsing). The Friday Shutdown is a 15-minute

routine to close these loops, allowing you to actually disconnect over the
weekend.

By writing down exactly where you left off and what the first step is for
Monday morning, you offload the responsibility from your memory to a
piece of paper (or app).

Workplace Examples:
« The "Next Actions" List: At 4:45 PM on Friday, you review your to-do
list. You didn't finish the budget report. You write down: "Monday 9

AM: Open Budget Excel and finalize column C formulas." Now you
don't have to worry about forgetting it.
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o« The Calendar Scrub: You look at the next week's calendar. You

realize you have a triple-booked slot on Tuesday. You send the
necessary decline/reschedule emails now so you don't wake up
Sunday night stressing about the conflict.
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