
PRODUCTIVITY GUIDE:

BOOST FOCUS 

& 

EFFICIENCY



Productivity is fundamental to success, but cultivating

and sustaining productivity can sometimes feel

challenging. 

This two-part guide will explore the deeper, holistic

aspects that impact our ability to be productive, and 

offer some simple strategies to get things done.

In part one we delve into cultivating the ability to be

productive. In part two we go back to the surface

and highlight some strategies for task completion.



PART

ONE
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 Before diving into strategies for task completion, 

it’s essential to build a strong foundation for

sustained productivity. Part One of this guide

focuses on cultivating the internal conditions that

allow you to be consistently focused, energised, 

and motivated. This includes uncovering purpose or

“why,” supporting mental and physical health, 

leaning on support systems, and ensuring rest and

balance are incorporated into day-to-day life.



PURPOSE



PURPOSE: FIND YOUR ‘WHY’

Taking a step back to focus on the

bigger picture can bring meaning to

tasks by showing how they

contribute to larger goals or

projects. This perspective can make

tasks feel more purposeful and

manageable, as part of a broader

story of progress and achievement.

Adopting a growth mindset allows

us to view every task as an

opportunity for learning and

personal growth. By embracing the

idea that the ‘why’ behind any task

is to learn and build knowledge,

purpose can be found in even the

most boring tasks.

Core values are personal

principles that guide our

beliefs and actions.

Identifying them and

aligning even mundane

tasks with our values can

bring greater purpose and

motivation.

 CONNECT CORE VALUES  BIGGER PICTURE PERSPECTIVE     GROWTH MINDSET

Motivation comes

naturally when

we feel a sense 

of meaning



BUILD

A HEALTHY MIND



BUILD A HEALTHY MIND

Self-reflection helps
us stay aware of our
thoughts, feelings, and
behaviours. This can
help us to stay aware
of how we are feeling,
and ensure our
actions align with our
values and goals. 

A healthy body
supports better mood,
focus, and stress
management. Strong
nutrition, regular
exercise, and
sufficient sleep all
contribute to overall
wellbeing.

Sleep, relaxation
techniques, and
regular breaks help
recharge the mind
and body. Take time
off to engage in
enjoyable activities
and remember to
rest.

Leaning on a trusted
support network,
whether friends,
family, colleagues, or
professionals, can
bring clarity, balance,
and emotional relief
during challenging
times. 

Check In With Yourself Physical Fitness Stay Connected Rest For Success



PART

TWO
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With a strong internal foundation in place, Part Two

shifts the focus to practical, surface-level techniques

to help you take action and get things done. These

strategies are designed to overcome procrastination,

improve focus, and make tasks feel more achievable.

Together, these tools offer flexible, effective ways to

boost your day-to-day productivity and follow 

through with purpose.



PRODUCTIVITY

QUICK-TIPS



Boost motivation by setting a

reward for completing a task or

reaching milestones. Only allow

yourself the reward once your

goal is met, using it as an incentive

can help drive focus and

productivity.

REST FOR SUCCESS

REMOVE DISTRACTIONS    TIME BOXING     GAMIFY

Use time blocks to stay focused.

Set a specific amount of time to

work on a task before taking a

break. For longer tasks, try

working in short intervals, like 20

minutes, followed by rest. Sticking

to these time limits helps reduce

procrastination and boosts

productivity.

   CONNECT CORE VALUES

Minimise distractions like

smartphones, or socials

while working. Try putting

your phone away, turning off

notifications, or saving

screen time for breaks to

avoid getting sidetracked.

Boosting

productivity for

immediate task

completion

PRODUCTIVITY QUICK-TIPS



PRODUCTIVITY

QUICK-TIPS



Take one step at a
time. Break big,
daunting tasks into
smaller, manageable
tasks. This can
highlight progress and
make goals feel more
achieveable. 

Our bodies follow
natural energy cycles,
with peaks and dips
throughout the day.
Pay attention to when
you feel most focused.
Schedule important
tasks during high-
energy periods.

Create an
environment that
supports your focus
and comfort. Notice
factors like lighting,
noise, temperature,
and organisation.

Taking a break for
some exercise such as
walking, running, or
going to the gym, can
boost mental clarity
and refocus your
mind. Even short
movement sessions
can refresh energy.

Small Steps Peak Times Exercise Environment

PRODUCTIVITY QUICK-TIPS



POWERING

SUCCESS



Powering
Success

Becoming our most productive is a dynamic blend of
personal wellbeing, strategic action, and self-awareness.
Becoming consistently productive means going beyond
surface-level tactics and understanding the deeper
elements that drive performance. Mental and physical
health, purpose, rest, mindset, environment, and energy
rhythms all form the holistic core that supports
sustainable productivity. When we take the time to
understand how we work best, we build the foundation
that allows us to show up with clarity and intention. From
that base, practical strategies like time boxing, removing
distractions, and breaking tasks into manageable steps
help us execute effectively and stay focused. 

We hope this guide has offered valuable insights that you
can apply in both your personal and professional life.
Remember, productivity isn’t just about ticking off tasks
but about creating the conditions to do your best work,
one step at a time.
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