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Break down content into small packets with
clean edges

Print, Pra
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Structure notes and emails
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\ Flow (n.): a mental state of operation in which a

person performing an activity is fully immersed in a
feeling of energized focus, full involvement and
enjoyment in the process of the activity.

Mihaly Csikszentmihalyi, Flow: The Psychology of Optimal Experience



How to reach flow?

e Avoid “interuptions and distractions” (i.e. people)
e Long, uninterrupted stretches of focus time
e Single-tasking

e Managing work-in-progress in your head

Tiago Forte: The React Productivity Revolution



Prioritize your work
The Priority Matrix
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High Urgency Low Urgency
How urgent is the task?

Dwight D. Eisenhower: The Eisenhower Method
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When 1t will be done??



tomorrow tomorrow

noun noun
A mystical land where 99% of all The best time to do everything
human productivity, motivation you had planned for today.

and achievement is stored.



\ Procrastination Leads To

Woasted Time

Missed Opportunities
Poor Performance
Self-Deprecation

Increased Stress

Rosna Davids et al.: Procrastination



How it works?

Procrastination

In reality:
A

How much stuff How much stufl
you have to do you have lo do

How much you w _How much you
= FrOCIaE Al
procrastinate procrastinate

x P
> >

1

Procrastination o< Procrastination o¢ How much stuff
How much stuff you have to do

you have to do

R
@
:
tﬁ
3

WWW.PHDCOMICS.COM




Plan your work (day)
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\ Schedule time for interruptions

https://goo.gliimages/4VAfJZ



Do not disturb

https://www.iphonelife.com/content/tip-day-how-use-your-iphones-do-not-disturb-setting



\ Don't instantly give people your attention
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https://www.entrepreneur.com/slideshow/299323



\ Don't instantly give people your attention




\ .. after 3 hours
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