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Do you ever feel like you're overwhelmingly busy, but without much to show for it at 
the end of the day?
 
Like you're always in motion, yet somehow never getting anywhere?
 
Like the more that you fight to try and do everything (and do it well of course, like the 
overachiever that you are), the more distant you feel from actually achieving your 
goals?
 
I know I have!
 
Fortunately,  I've learned that the secret to overcoming your productivity woes is not 
necessarily to work harder (especially for many of us Type A personalities that are 
already putting in long hours and a lot of effort).
 
Instead it’s time to start thinking about how you can work smarter.
 
After much trial and error and the help of a few great authors, I've greatly improved my 
ability to maximize my time and increase my output of real, tangible results. 
 
In Master Your Minutes, I'm sharing 21 of the simple hacks that have vastly improved my 
productivity in hopes that they will help you reach your full potential as the #girlboss 
you were meant to be! 
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GIRLBOSS!

Hey there



Once you've decided on your goals, write them down. 
 
Yes, I know, you’ve heard this a million times before, but that’s because it works! The 
research is plentiful.
 
One study conducted by Dr. Gail Matthews of Dominican University of California found 
that you become 42% more likely to achieve your goals, simply by writing them down 
on a regular basis.
 

2. WRITE DOWN YOUR GOALS

1. SET YOUR INTENTION

Have you ever sat down to work or study thinking, “Okay, I’m ready to be productive,” 
only to realize that you don’t really have a clear plan of where to start or what you 
actually intend to do? I know I have! 
 
Show up to your work sessions knowing exactly what you’re there to achieve, by setting 
a results-oriented intention beforehand. 
 
So, for example, if I’ve set aside 3 hours to work on my blog, my intention might be to 
“Write 2 blog posts and create 4 corresponding Pinterest graphics.”
 
Give yourself a concrete and measurable result to aim for.
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3. FIND AN ACCOUNTABILITY PARTNER

Combine this with Tip #2 and you’ve improved your odds of actually accomplishing 
your goal enormously.
 
Dr. Matthews found that individuals who wrote down their goals and sent progress 
reports to their friends were 76.7% more likely to achieve them. C-R-A-Z-Y!
 
Your accountability partner could be a friend, a mastermind group, a coach, a mentor, 
or an online community.



 We often treat all tasks as equal when the reality is, that’s simply not true.
 
At the most basic level, the Pareto Principle (also known as the 80/20 rule and the Law 
of Vital Few) says that 20% of our efforts produce 80% of our results.
 
In order to determine what tasks are worth prioritizing, try this exercise suggested by 
Geoffrey James on Inc.com:
 
“When you make a to-do list, prioritize each item by the amount of effort required (1 to 
10, with 1 being the least amount of effort) and the potential positive results (1 to 10, 
with 10 being the highest impact).
 
Now, divide the amount of effort by the potential results to get a “priority” ranking.
 
Do the items with the lowest resulting priority number first.” 
 
So for example, in a given day I might need to…
- Write a blog post (Effort: 8, Result: 4, Priority: 2)
- Optimize website content for SEO (Effort: 10, Result: 2, Priority: 5)
- Write and send out a promotional email for my course launch that is happening 
tomorrow (Effort: 5, Result: 10, Priority: 0.5 )
 
Based on these numbers, I would choose to prioritize writing and sending my promo e-
mail followed by writing a blog post and then optimizing my website content for SEO.
 

4. APPLY THE PARETO PRINCIPLE TO YOUR 

TO-DO LIST

The point is to make sure that somebody out there is holding you accountable for doing 
what you say you’re going to do.
 
This added social pressure to perform lights a fire under us that gets shit done. Use it to 
your advantage!
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https://www.inc.com/geoffrey-james/surprising-secret-to-time-management.html


Perhaps just as important as the things we do when we sit down to work, are the things 
that we don’t.
 
Take some time to create a list of things that you won’t do when you sit down to get 
to work.
 
This could include things like not checking email before 10AM, not using social media 
until your most important task is done, or not taking calls from unrecognized phone 
numbers.
 

6. CREATE YOUR "NOT TO DO" LIST

5. CONDUCT A TIME AUDIT

Research suggests that young adults use their smartphone roughly twice as much as 
they think they do, averaging five hours per day.
 
Similar studies have shown that we have a tendency to underestimate how much time 
we spend watching tv and surfing the web.
 
Before you can reclaim control of your time, you have to get real with yourself about 
where it’s going now.
 
Two tools that can help with this are:
 
- RescueTime. RescueTime is a free Google Chrome Extension that tracks your online 
activity and then delivers detailed reports and data that allow you to see exactly where 
your time is going. It also allows you to block distracting websites for a designated 
period of time, and receive alerts once you've reached a certain amount of time spent 
on a particular activity.
- Moment. Moment is an app that tracks how much time you're spending on your 
phone and which apps you're using the most. 
 
Additionally, whenever you find yourself off track, write down what it was that caused 
you to get distracted. Bringing awareness to common distractions in your life allows 
you to adjust your habits and environment to prevent future distractions.
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Doing in 8 hours what can be done in 4 with more efficient systems is not productive at 
all, yet it’s how most of us spend our 9-to-5 work days.
 
Instead of the usual 8-hours-straight grind (with an hour lunch break squeezed in there 
if you're lucky), it’s much more effective to organize your day as if it were a HIIT session 
at the gym, where you give short bursts of all out effort followed by a period of rest and 
recovery.
 
Try working in 90 minute blocks with breaks of 20-30 minutes in between.
 
The key is to make sure that your breaks are energizing and renewing, not even more 
draining than your work.
 
This means you need to stand up and MOVE. Other break-time activities could include 
eating a healthy snack to restore energy levels or having a conversation with a 
colleague. Breaks should NOT be spent leaving your computer screen to instead stare 
at your phone screen and browse social media or read the news for 30 minutes.
 

8. APPROACH WORK LIKE A SERIES OF 

SPRINTS - NOT A MARATHON

7. EMBRACE THE POWER OF "NO"

Sometimes the issue is not that you need to work more effectively – it’s that you’re 
simply trying to do too much.
 
Taking a few moments before committing to a request to examine why you feel 
compelled to say “yes”  and how it will affect your other commitments can save you 
from a lot of regret later. 
 
Before making a new commitment,  ask yourself:
- Will this task help bring me closer to my ultimate goal?
- What am I saying no to by saying “yes” to this request?
- Am I compelled to say yes to this because it is something I truly want to do or see 
value in, or am I just afraid to hurt someone’s feelings?
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Why is it that when we finally sit down to work, we suddenly remember all of the things 
we forgot to do or get hit with a ton of awesome ideas?
 
This used to happen to me ALL OF THE TIME and I’d find myself thinking “wellll I’ll just 
take 5 minutes to google this really quick” or “better just pay that bill now while I’m 
thinking about it so I don’t forget”. This is a MAJOR PRODUCTIVITY KILLER.
 
The issue is simply ignoring these thoughts and ideas can be just as detrimental to your 
productivity as giving in to them.
 
A phenomenon called the Zeigarnik Effect demonstrates that we’re able to recall 
interrupted tasks 90% better than those we complete.
 
This suggests that the simple desire to complete a task can cause it to continue to 
take up valuable mental real estate until we complete it.
 
To solve this, I always start my work sessions with a blank sheet of paper on my desk 
that I call my “Thought Dump”. You can also use the Notes app on your phone or 
computer.
 
Whenever a distracting thought or idea crosses my mind, I write it down to come back 
to later.
 
This keeps me from getting distracted in the moment, but also clears it from my mind 
because I know I’ll be able to return to it at a more appropriate time.
 

10. WRITE DOWN DISTRACTING THOUGHTS

9. KEEP YOUR PHONE OUT OF SIGHT

A study conducted at the University of Texas at Austin found that your cognitive 
capacity is significantly reduced whenever your smart phone is in reach – even if it’s off.
 
If possible, try keeping your phone in a different room than your office or work area.
 
This may not be possible depending on your work environment, so another – albeit less 
effective – option is to keep it hidden away in a bag or desk drawer.
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Your email is essentially a stream of other people’s priorities and requests.
 
Before you get sucked into the black hole that is your inbox and make your day about 
everyone else, focus first on what is most important to you and progressing towards 
your goals.
 

12. DON'T CHECK YOUR EMAIL UNTIL YOUR 

MOST IMPORTANT TASK IS COMPLETE

11. DON'T WATCH THE NEWS IN THE MORNING 

(OR AT ALL)

News content is literally designed to be addictive.
 
You often end up spending way more time watching or reading than you originally 
intended just to learn a bunch of unuseful, irrelevant information (Is what Kim K. wore 
to the beach really more important than your life goals?).
 
Additionally, the majority of the news is overwhelmingly NEGATIVE.
 
Studies have shown that the less negative TV we watch, specifically violent media, the 
happier we are.
 
If you’re going to perform at your best, you absolutely have to prioritize your mental 
state. Don’t sabotage yourself. 
 
Now does this mean you have to waltz through life unconcerned and uninformed? Not 
necessarily. The point is to consume your news intentionally and from high quality 
sources.
 
In the past I’ve read email newsletters like theSkimm and the Quartz Daily Brief to get a 
bite-sized overview of what’s happening in the world.
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A lot of us mindlessly default to scrolling our Instagram feeds or seeing what’s going 
down on Twitter whenever we have a free moment or just feel like we need a break.
 
This is one of the fastest ways to derail your focus and concentration.
 
Instead of randomly turning to social media whenever an opportunity arises, 
consciously make it a part of your schedule and stick to it (i.e. 1 hour from 7-8PM).
 

14. SCHEDULE YOUR SOCIAL MEDIA TIME - 

DON'T LEAVE IT OPEN-ENDED

13. TURN OFF ALL NOTIFICATIONS

The entire point of a notification is to hijack your attention, so as someone attempting 
to be productive, why willingly opt in to that?
 
Turn off all notifications on your phone and computer – whether it’s email, social 
media, random apps - all of it needs to go. 
 
If there are certain calls or messages you can’t miss, I recommend still keeping your 
phone on silent, but scheduling regular breaks into your day to check and see if 
anything important has come in.
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15. KEEP YOUR WORKSPACE TIDY AND 

CLUTTER FREE

Research shows that clutter reduces your brain’s ability to concentrate and process 
information by overloading your senses, depleting your mental energy, impairing your 
ability to think creatively and leaving you feeling anxious, fatigued and overwhelmed.
 
In an office environment, it's SUPER easy to rapidly accumulate all sorts of clutter, from 
papers and files to pens, paperclips, and other office knick knacks. Make time to 
declutter and  tidy up regularly  so that your workspace works for you, and not against 
you.



Most of us use our highest energy time – early morning – for answering email and other 
shallow tasks, and then try to get to our most important, cognitively demanding work 
later in the afternoon when our energy is lagging and we feel depleted. You see the 
problem here?
 
Do your most important work first thing in the morning, when your energy is at its 
peak.
 
Also recognize the value of rest for restoring your energy levels. Make sure that you’re 
scheduling short breaks throughout your workday to recharge.
 

17. FOCUS LESS ON MANAGING YOUR TIME 

AND MORE ON MANAGING YOUR ENERGY

16. KEEP WATER NEARBY

Your brain is 85% water and even mild dehydration – before it even registers as thirst – 
can result in things like difficulty concentrating, fuzzy short term memory, brain fog, 
fatigue, emotional instability, and headaches. Yikes!
 
The easiest solution? Always keep a water bottle with you to sip on throughout the day.
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18. ELIMINATE AS MANY RECURRING 

DECISIONS AS POSSIBLE 

Why is it so much easier to resist that cupcake on your counter at 7am than when you 
come home from a long day at work at 7pm? The answer is decision fatigue. 
 
With each decision you make throughout the day, you become worse at weighing all of the 
options and making a well-informed choice. 
 
In order to avoid this, try to eliminate as many decisions from your daily life as possible 



In case you haven’t heard – multitasking doesn’t work.
 
Not only does it not work, in most cases it doesn’t exist – at least not in the way that we 
think it does.
 
Yes, people can actually do two or more things at once, such as walk and talk, but what 
we can’t do is focus on two things at once.
 
While you think you’re multitasking, what you’re actually doing is task-switching, and 
experts estimate that this can cause a 40% loss in productivity.
 
Our brains have a finite amount of attention. Constantly switching back and forth 
between several tasks wastes this precious limited resource because your attention is 
expended on the act of switching gears. 
 
How do you minimize the effects of this? Try to group similar tasks together such as 
emails, returning phone calls, or scheduling social media posts so you reduce the 
amount of energy wasted from switching from one type of task to another.
 

19. QUIT MULTITASKING

by planning ahead, batching similar tasks, and creating "rules" for yourself.
 
For example, you could:
- Plan and prepare your meals ahead of time
- Time-block the upcoming week on Sunday evenings
- Program your workouts for the week in advance
- Schedule set times when you are going to check and respond to email
- Develop a set of “go-to” outfits so you don’t have to think about what to wear every 
day
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20. CREATE RITUALS AND ROUTINES

The brain responds well to cues, so one of the best ways to create “discipline” in your 
life is to do your most important daily tasks, such as working out or waking up and 
going to sleep, at the same time each day. 



A productive life is all about balancing your physical, emotional, mental, and spiritual 
energy. If any of those areas suffer, it’s sure to impact the others, so it’s important to 
make maintaining your health a top priority. Some of the ways you can do this include: 
 
- Make sure that you’re getting 7-8 hours of sleep per night.  For some people not 
getting enough sleep is like a badge of honor (I used to be one of them). But ask 
yourself, is it really worth it to squeeze in that extra few hours of work late at night if it 
means that you’ve sabotaged your performance the entire next day?
 
- Fuel your body appropriately. Physical energy is the source that mental energy feeds 
off of. You can be the smartest, most capable person in the world, but without the 
proper fuel, you won't be able to perform at your best. Instead of cutting corners and 
eating junk when times get tough, double down on your efforts to make healthy choices 
(the easiest way to do this is to meal prep so that you aren’t stuck having to make food 
decisions in high stress situations).
 
- Look after your relationships. Many of us put work first at the expense of those most 
important to us, but strong, loving relationships are one of the biggest sources of 
emotional energy renewal, as well as a top predictor of happiness and longevity. 
 
- Don’t neglect your spiritual needs. You don’t have to be religious to be spiritual. 
Taking time to reconnect with your values and purpose each day is essential to living a 
fulfilling life. It’s what gives us meaning! This can take many forms – meditation, prayer, 
simply reflecting on your values, visualization, etc.
 

21. MAKE YOUR HEALTH A TOP PRIORITY

This allows these behaviors to become automatic, instead of something that you have 
to waste brain power thinking about.
 
If your schedule doesn’t allow you to maintain consistent times for the daily tasks of 
your life, the next best option is to make sure that you have actually delegated a specific 
time and place for that thing to occur each day, and then get it on the calendar!
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