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The Productivity Guide: Time Management
Strategies That Work

What is Productivity?

Let's define productivity. Productivity is a measure of efficiency of a person

completing a task. We often assume that productivity means getting more things
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completing a task. We often assume that productivity means getting more things

done each day. Wrong. Productivity is getting important things done consistently.

And no matter what you are working on, there are only a few things that are truly

important.

Being productive is about maintaining a steady, average speed on a few things, not

maximum speed on everything.

My Top Productivity Strategies

Eliminate Time Wasting Activities by Using the Eisenhower Box

(https://jamesclear.com/eisenhower-box): This simple decision matrix will

help you take action, organize tasks, and get more done. The great thing about

this matrix is that it can be used for broad productivity plans (“How should I

spend my time each week?”) and for smaller, daily plans (“What should I do

today?”).

Warren Buffett’s “2 List” Strategy: How to Maximize Your Focus and Master

Your Priorities (https://jamesclear.com/buffett-focus): This method comes

from the famous investor Warren Buffett and uses a simple 3-step productivity

strategy to help you determine your priorities and actions. You may find this

method useful for making decisions and getting yourself to commit to doing

one thing right away.

The Ivy Lee Method: The Daily Routine Experts Recommend for Peak

Productivity (https://jamesclear.com/ivy-lee): This productivity strategy is

straightforward: Do the most important thing first each day. The Ivy Lee

Method is a dead simple way to implement this strategy.

The 15-Minute Routine Anthony Trollope Used to Write 40+ Books
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(https://jamesclear.com/anthony-trollope): There is one common problem

with the approach of ranking your priorities and doing the most important

thing first, though. After ranking your priorities for the day, if the number one

task is a really big project then it can leave you feeling frustrated because it

takes a long time to finish. Writer Anthony Trollope, however, developed a

solution to this common problem.

More Productivity Ideas

Most productivity strategies focus on short-term efficiency: how to manage your

to-do list effectively, how to get more done each morning, how to shorten your

weekly meetings, and so on. These are all reasonable ideas.

We often fail to realize, however, that there are certain strategic choices we need to

make if we want to maximize our productivity for the long-term. In these articles

below, I break down some ideas about long-term productivity.

A Different Way of Thinking About Productivity

(https://jamesclear.com/time-assets)

The Mistake Smart People Make: Being In Motion vs. Taking Action

(https://jamesclear.com/taking-action)

How to Stay Focused When You Get Bored Working Toward Your Goals

(https://jamesclear.com/stay-focused)

Looking for more articles about productivity? I have a full list at the bottom of this

page.
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Simple Ways to Be More Productive Every Day

Step 1: Manage your energy, not your time.

If you take a moment to think about it, you’ll probably realize that you are better at

doing certain tasks at certain times. What type of energy do you have in the

morning? Afternoon? Evening? Determine what tasks each energy level and time

of day are best suited for.

Step 2: Prepare the night before.

If you only do one thing each day then spend a few minutes each night organizing

your to–do list for tomorrow. When I do it right, I’ll outline the article I’m going to

write the next day and develop a short list of the most important items for me to

accomplish. It takes 10 minutes that night and saves 3 hours the next day.

Step 3: Don’t open email until noon.

Sounds simple. Nobody does it. It took me awhile to get over the urge to open my

inbox, but eventually I realized that everything can wait a few hours. Nobody is

going to email you about a true emergency (a death in the family, etc.), so leave

your email alone for the first few hours of each day. Use the morning to do what’s

important rather than responding to what is “urgent.”

Step 4: Turn your phone off and leave it in another room.

Or on your colleague's desk. Or at the very least, put it somewhere that is out of

sight. This eliminates the urge to check text messages, Facebook, Twitter, and so

on. This simple strategy eliminates the likelihood of slipping into half–work where



you waste time dividing your attention among meaningless tasks.

Step 5: Work in a cool place.

Have you ever noticed how you feel groggy and sluggish in a hot room? Turning

the temperature down or moving to a cooler place is an easy way to focus your

mind and body. (Hat tip to Michael Hyatt for this one.)

Step 6: Sit up or stand up.

When you sit hunched over, your chest is in a collapsed position and your

diaphragm is pressing against the bottom of your lungs, which hinders your ability

to breathe easily and deeply. Sit up straight or stand up and you’ll find that you

can breathe easier and more fully. As a result, your brain will get more oxygen and

you’ll be able to concentrate better.

Step 7: Develop a “pre–game routine” to start your day.

My morning routine starts by pouring a cold glass of water. Some people kick off

their day with ten minutes of meditation. Similarly, you should have a sequence

that starts your morning ritual. This tiny routine signals to your brain that it’s time

to get into work mode or exercise mode or whatever mode you need to be in to

accomplish your task. Additionally, a pre–game routine helps you overcome a lack

of motivation and get things done even when you don’t feel like it.

Best Productivity Books

The ONE Thing (https://jamesclear.com/book/the-one-thing) by Gary Keller

and Jay Papasan
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and Jay Papasan

Getting Things Done (https://jamesclear.com/book/getting-things-done) by

David Allen

Essentialism (https://jamesclear.com/book/essentialism) by Greg McKeown

Want more great books on productivity? Browse my full list of the best

productivity books (https://jamesclear.com/best-books/business#productivity).

All Productivity Articles

This is a complete list of articles I have written on productivity. Enjoy!

When the 80/20 Rule Fails: The Downside of Being Effective

(https://jamesclear.com/the-downside-of-being-effective)

7 Ways to Retain More of Every Book You Read

(https://jamesclear.com/reading-comprehension-strategies)

For a More Creative Brain Follow These 5 Steps (https://jamesclear.com/five-

step-creative-process)

How to Create a Chain Reaction of Good Habits

(https://jamesclear.com/domino-effect)

The 15-Minute Routine Anthony Trollope Used to Write 40+ Books

(https://jamesclear.com/anthony-trollope)

The Ivy Lee Method: The Daily Routine Experts Recommend for Peak

Productivity (https://jamesclear.com/ivy-lee)

How to Stick With Good Habits Every Day by Using the “Paper Clip Strategy”

(https://jamesclear.com/paper-clips)

The Myth of Multitasking: Why Fewer Priorities Leads to Better Work
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(https://jamesclear.com/multitasking-myth)

Never Check Email Before Noon (And Other Thoughts on Doing Your Best

Work) (https://jamesclear.com/mental-drag)

A Different Way of Thinking About Productivity

(https://jamesclear.com/time-assets)

Warren Buffett's “2 List” Strategy: How to Maximize Your Focus and Master

Your Priorities (https://jamesclear.com/buffett-focus)

“Email is Where Keystrokes Go to Die.” (https://jamesclear.com/keystrokes)

The Physics of Productivity: Newton's Laws of Getting Stuff Done

(https://jamesclear.com/physics-productivity)

How to Read More: The Simple System I'm Using to Read 30+ Books Per Year

(https://jamesclear.com/read-more)

The Only Productivity Tip You'll Ever Need

(https://jamesclear.com/productivity-tip)

How to be More Productive and Eliminate Time Wasting Activities by Using

the “Eisenhower Box” (https://jamesclear.com/eisenhower-box)

How to Eliminate Procrastination (The Surprising Strategy One Man Used)

(https://jamesclear.com/constraints)

The Power of Imperfect Starts (https://jamesclear.com/optimal)

The Mistake Smart People Make: Being In Motion vs. Taking Action

(https://jamesclear.com/taking-action)

You Get 25,000 Mornings as an Adult: Here are 8 Ways to Not Waste Them

(https://jamesclear.com/25000-mornings)

What is Your “Average Speed” in Your Life, Your Health, and Your Work?
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(https://jamesclear.com/average-speed)

How to Stop Procrastinating by Using the “2-Minute Rule”

(https://jamesclear.com/how-to-stop-procrastinating)

How to Focus and Concentrate Better (https://jamesclear.com/how-to-focus)

3 Time Management Tips That Actually Work (https://jamesclear.com/time-

management-tips)

Why Getting Started is More Important Than Succeeding

(https://jamesclear.com/start-succeed)

Are You Living an Urgent Life or an Important Life?

(https://jamesclear.com/are-you-living-an-urgent-life-or-an-important-one)

 Best Articles on Related Topics

Best articles on habits (https://jamesclear.com/habits)

Best articles on motivation (https://jamesclear.com/motivation)

Best articles on procrastination (https://jamesclear.com/procrastination)

Or, browse my best articles (https://jamesclear.com/articles).
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Thanks for reading. You helped save a life.

Whenever you buy one of my books (https://jamesclear.com/books), join the Habits Academy

(https://habitsacademy.com), or otherwise contribute to my work, 5 percent of the pro�ts are donated to the

Against Malaria Foundation (AMF).

With each donation, AMF distributes nets to protect children, pregnant mothers, and families from mosquitos

carrying malaria. It is one of the most cost-effective ways to extend life and ful�lls my bigger mission to spread

healthy habits and help others realize their full potential.
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BETTER HABITS

Behavioral Psychology (https://jamesclear.com/behavioral-psychology)

Habits (https://jamesclear.com/habits)

Motivation (https://jamesclear.com/motivation)

Procrastination (https://jamesclear.com/procrastination)

BETTER PERFORMANCE

Constant Improvement (https://jamesclear.com/continuous-improvement)

Deliberate Practice (https://jamesclear.com/deliberate-practice-theory)

Goal Setting (https://jamesclear.com/goal-setting)

Productivity (https://jamesclear.com/productivity)

JAMES CLEAR

(https://facebook.com/jamesclear)(https://www.instagram.com/jamesclear/)(https://twitter.com/jamesclear)
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BETTER THINKING

Creativity (https://jamesclear.com/creativity)

Decision Making (https://jamesclear.com/decision-making)

Focus (https://jamesclear.com/focus)

Mental Toughness (https://jamesclear.com/grit)

OPTIMAL HEALTH

Better Sleep (https://jamesclear.com/sleep)

Eating Healthy (https://jamesclear.com/eat-healthy)

Strength Training (https://jamesclear.com/strength-training)
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