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This is my second volume of Productivity Pearls I’ve published and comes on the back
of the �rst volume which we were really proud of and was very well received.   

They are taken from my daily LinkedIn Posts which are aimed at providing little
nuggets of wisdom the reader can take away and apply immediately.  

You can �nd my LinkedIn pro�le here at .http://www.linkedin.com/in/michaeltipper

Introduction

Occasionally I will write something to get the reader to think about their behaviours
around productivity.   

The response on LInkedIn has been overwhelmingly positive and the interaction I
have had with my readers has given me greater insights and broadened my
understanding even more. It is a useful indicator to see which message resonates the
most or which problem seems to be the one many struggle with.  

There are a couple of themes that I have focused on during the time these posts were
published. As I was delivering a Productivity Masterclass focusing on procrastination,
I did a whole series of posts looking at that.

Another set of posts o�ered the key habits to getting more done, delivered one by one
over a series of four days. These posts were very well received and what surprised me
was how much of a revelation some of the more basic concepts were to some people.  

I am also �nding that many of the posts serve as a reminder of things people know but
have got out of the habit of applying. So whilst you might know some of the
information and guidance shared in these Productivity Pearls, if you’re not using
them, then you don’t “know” them. 

I hope at the very least, you’ll be reminded of things that have worked for you in the
past and that you start bene�ting from them again.  

Enjoy, and do let me know how you get on.  

Michael Tipper   
www.Pro�tProductivity.com
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Getting into the "zone" is a place of productive empowerment for me. 

I am focused, on task, industrious, decisive & things get done - lots of things get done.

But it does has an achilles heel.  

Me!  

Avoid This Distracting & Shamefully
Common Productivity Mistake

Unless I take care to protect my environment when I'm in the zone, I sometimes get
knocked out of it.   

After �ring myself up and getting focused, I started on a challenging writing task.   

This happened to me yesterday.  

It needed my utmost concentration and required some deep thought.  

I was in the zone.

I started tapping out the �rst few sentences and then needed to check something in
google.

So I clicked on my minimised browser.
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My reptilian brain thought it was Christmas!  

One thing caught my eye, then another, then another. I quickly answered an easy one
to deal with and read a couple I'd been waiting for. That led to me writing another e
mail...  

And so my zone evaporated, my momentum was lost and I got sucked into trivia for a
full 20 minutes before I realised.  

Morale of the story...  

Close down any unnecessary apps/tabs/programmes when you want to focus.  

What knocks you out of your zone?  

#focus #productivity

It opened up on my gmail account - a treasure trove of bight shiny new unread e mails
lay before me 
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The quality of your work is directly proportional to the quality of your focus.  

The more and longer you can focus, the more of your skills and talents you'll be able
to bring to your work.  

There are many sources of potential distractions, though perhaps the biggest is one we
always have close by - our smartphone.  

Unfortunately our brain's hardwiring and neuro-chemistry work against us when it
comes to focus:  

1. Our reptilian brain is on constant alert and loves anything new - hence easily
distracted.  

2. Simple and easy wins, like dealing with an easy e mail �oods our brain with addictive
dopamine.

To the brain, our smartphone is an Aladdin's cave of excitement & wonderment full
of bright and shiny things to satisfy the novelty craving of our inner lizard. 

Taming The Smartphone - The Best "Doh!"
Strategy To Reduce Distraction

Here's a very simple productivity truth:   

https://remoteteambuild.com/
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To focus and do your best work you have got to either:   

A. Take control of your lizard brain and ignore distractions, or  

B. Eliminate their source  

Like it or not, you're too weak to control your 2 million year old brain.  

So here's all you have left (if you want to do your best work of course):  

Turn o� your smartphone when you work.  

Got a better way? Let me know in the comments.

#Productivity #focus
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There has been a lot of research
done on the causes of and cures
for procrastination.  

But of all the so called cures, 

which is the best one?  

Well the answer is quite simple.  

It's so obvious when you see it, staring you full in the face.  

You'll perhaps kick yourself when you realise it.  

It's the one that works!  

It is the one that gets you to get started and take action.

"You still haven't told me what it is!" you might exclaim.  

...but I just did.

Read On To Discover The Most E�ective
Procrastination Cure

Called "The Thief Of Time",
procrastination has probably
been the cause of more self
in�icted professional heartache
and failure than any other
behaviour.   

It's the one that pushes you over the edge from

inaction   
to   
in action.

https://remoteteambuild.com/
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It's the creation of that small gap between the n and the a. 

Whatever lever you can get to make that tiny little space - well that's all you need. 

How do you make the space for action in your daily life when inaction seems the
stronger pull? 

#procrastination #focus
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How Many Of These Apply To You?

 I shall never move quickly, except to avoid more work or �nd excuses.

 I will never rush into a job without a lifetime of consideration.

 I shall meet all of my deadlines directly in proportion to the amount of bodily

injury I could expect to receive from missing them.

 I truly believe that all deadlines are unreasonable regardless of the amount of

time given.

 If at �rst I don't succeed, there is always next year.

 I shall always decide not to decide, unless of course I decide to change my mind.

 I shall always begin, start, initiate, take the �rst step, and/or write the �rst word,

when I get around to it.

 I obey the law of inverse excuses which demands that the greater the task to be

done, the more insigni�cant the work that must be done prior to beginning the

greater task.

Score 1 point for each that apply to you:   

https://remoteteambuild.com/
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(c) Procrastinators Society   

If you got this far, you've shown too much commitment & have FAILED as a
procrastinator - now get back to work!  

#procrastination #focus

 I know that the work cycle is not plan/start/�nish, but is wait/plan/plan.

 I will never put o� until tomorrow, what I can forget about forever.
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Do a Google search on "Cures For Procrastination In Others" and all you get are lists
of strategies aimed at your own addiction to delay.  

Some of them have some merit: "Eliminate distractions from your environment".

Some of them are a bit critical parent: "Stop giving yourself excuses".                 

And some of them are a bit esoteric: "Forgive yourself".                 

If you routinely rely on receiving input from others, late delivery on their part is often
caused by their procrastination.  

How do YOU manage that? How do
you deal with others delaying starting
tasks important to you.   

I'd like to �nd out because:  

1. I have to deal with the issue myself.  

2. Dealing with procrastination is a
professional interest of mine.

REQUEST FOR HELP - How Do You Deal
With Procrastination In Others?

I'm curious if you have any strategies for dealing with this challenge.   

3. I am running a Productivity Masterclass on the topic and want to see what other
best practice is out there I can share.  

So here is my question that I'd love for you to answer below in the comments:  

What speci�c actions do you take to guide and encourage others to get started on tasks
in time for delivery to deadline?  

#procrastination #management
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Con�dent your productivity skills are up to scratch?

Day 1 of 4 of - “Your Get More Done
Challenge"

Willing to test them out and prove it?  

For the rest of the week I'm going to pose you a di�erent productivity challenge each
day.  

You won't have to change what you are doing, just how you're doing it.  

Today's challenge is quite simple. I want you to track how you use your time for just 4
hours.  

In my coaching and Productivity Masterclasses, I recommend much longer periods.
For the purpose of this exercise I only want you to do it for just 240 minutes.   

Pick a four hour slot for example 0800-1200. 

Then keep a record of EVERY time you change tasks.  

https://remoteteambuild.com/
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If you're tapping away on your laptop, and you sneak a look at your smartphone to
check your LinkedIn noti�cations, you've just changed tasks. When you go back to
the laptop to continue, you've just changed tasks. 

Write it down, record it in spreadsheet - it doesn't matter.  

Just capture - Task, start time, end time.  

When I did this for the �rst time I discovered just how little business was being done
in my busy- ness and how easily distracted I was.  

I was shocked!  

What about you? What do you think you'll discover?  

#productivity #focus #distracted
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Day 2 of 4 of - “Your Get More Done
Challenge"

Today's challenge is both a test & ironically a form of training.  

2. You might dive into something & then part way through realise, it's not what you
really should be doing.  

Stick with it because you'll get into the habit of completing things AND you'll have
learnt you need to re-calibrate your decision making process. The "pain" of taking
something less important to completion whilst important stu� waits for your
attention will drive this lesson home.  

3. You might freeze and not start on anything in case "something else more important
comes in". This is rare, but is a form of learned helplessness when overwhelmed.

Here's today's exercise:  

Every time you start a task, take it to completion & �nish it.  

This challenge requires a bigger chunk of time to see the full impact, so use your full
working day.  

When you pick up something to
do, do it, do just that and
nothing else, until it is �nished.  

For bonus points, track your
time as you do this.  

A number of things may happen:

1. You might get into the zone of
achievement & gain closure on

one or more important tasks - gold star for you.   
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How do you think you'll handle this challenge - response 1, 2 or 3?  

Prove it!  

#productivity #focus #distracted
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Day 3 of 4 of - “Your Get More Done
Challenge"

I suspect this will be the “wall”
for many.  

Mark Twain famously once said
“If the �rst thing you did every
day was eat a live frog, then the
day could only get better”  

Today’s challenge is simple but not easy.  

Start your day with your biggest, meatiest, most important, hardest task you need to
do.  

Don’t do ANYTHING else until you’ve nailed that sucker.  

Don’t check your email, don’t make that call (unless that’s your “frog”), don’t do your
admin (that can't be your frog!)...  

Just eat your frog.  

Doing this will bring as much of your mental resources you have as possible, to the
most important task you have to do.  

This one is probably the hardest
of the four challenges you’ll take
this week.   

If you try and get "warmed up" with easy tasks when you start work in the morning,
you deplete precious mental energy.   

For added bonus points, track your time (Day 1 of the Challenge) AND take this task
to completion (Day 2 of the Challenge).  

What's your frog and why haven't you eaten it yet?  

#productivity #focus #distracted
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Day 4 of 4 of - “Your Get More Done
Challenge"

First let's review what you've done so far:  

Day 1 - tracked your time  

Day 2 - added completing everything you start  

Day 3 - started your day with eating your frog  

Today's challenge is as much philosophical as it is practical.  

Becoming even more productive so even more gets done, is not about what you say
"YES" to...  

...it's about what you say "NO" to.  

The secret to getting much more done is to stop trying to do too much.  

So my challenge to you today, and in fact going forward from here, is to routinely say
"NO" to everything. 

On this �nal day of my productivity challenge to you, you get one more simple
technique to add to to the approach I've been helping you build all week.   
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Make it your default stance on the things that come your way.  

For you to even consider it for a "YES", give it a few hoops to jump through �rst.

Saying "NO" by default may well be the best, and most e�ective gatekeeper you'll ever
employ.  

What do you know you need to say "NO" to?  

#productivity #focus
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Achievement Is Easy But Here Are 21 Things
That'll Get In Your Way

STEP 1 - Set a goal  

STEP 2 - Make a plan  

STEP 3 - Take action

If it's that simple, why aren't more people "successful" in what they do?

Here are 21 things that'll get in your way:

At its base level, success in any endeavour consists of just three steps:   

https://remoteteambuild.com/
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Which one is holding you back the most and when are you going to do something
about it?  

#success #goals #planning

1. You don't believe you can   
2. You are not clear enough on your goal   
3. You don't plan well enough   
4. You don't take enough action   
5. You dilute your energy by multi tasking   
6. You let the opinion of others a�ect your e�orts   
7. Your fear of rejection   
8. Your fear of failure   
9. You can't focus well enough   
10. You don't have enough skills   
11. You don't have enough knowledge   
12. You avoid challenges   
13. You give up when you hit problems   
14. You think everything has to be right before you start   
15. You only apply yourself to the things you can do   
16. You are not willing to take feedback   
17. You take criticism personally   
18. You won't risk making a mistake   
19. You avoid feelings of discomfort   
20. You think you have to do everything yourself   
21. You might just not be good enough (ouch!)

One or more of these is enough to thwart your plans.                   

https://remoteteambuild.com/


Michael Tipper's LinkedIn Posts Volume 2

Page 22
www.ProfitProductivity.com

4 Easy Health Habits To Maximise Your
Productivity

But to know and not to do is
not to know.  

In the hustle and bustle of our
busy lives, we sometimes forget
the simple truths that keep us on
track.  

Today I'm going to remind you of 4 things that'll help you become even more
productive.  

The marginal gain from just one of these, may well be the edge you need to tip the
balance in your favour.  

Habit #1 - Drink Lots Of Water

How much to drink varies from source to source. What is clear is when you're thirsty,
you're already dehydrated. 1% dehydration will result in 12% increase in errors (Yale
School of Medicine). 

Habit #2 - Take Lots Of Breaks 

Your body has a natural rhythm of expenditure and renewal. Taking breaks allows the
body and mind to "breathe" and will increase your productivity endurance. The
Pomodoro Method is a perfect framework for this.

Thinking work is mentally and physically taxing. Regular exercise gives you the
strength & endurance to work longer at higher levels of performance.

I don't need to tell you these,
because you'll already know
them.   

Habit #3 - Take Regular Exercise

https://remoteteambuild.com/
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Habit #4 - Get A Good Night's Sleep  

Without adequate sleep you'll struggle to focus, concentrate & communicate.               

Which one will you start doing again?  

#health #productivity
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A bold claim?  

Perhaps, but hear me out.  

The To Do List has been the
mainstay of productivity systems
for many years.  

One of my favourite Brian Tracy
quotes is "Feeling listless, then
write a list".  

I have used them myself to great e�ect. Indeed writing this post is on today's to do list.

So why might a to do list be a problem?

Why Working From A To Do List Might Well
Be Your Biggest Productivity (& Even
Mental Health) Challenge

Well if you work for someone else & the ONLY approach you have to managing your
activity is a to do list, then it's a potential source of inconvenience, stress & perhaps
even anxiety for you.

Why?

If the boss comes along with a "Can you just.." request, you have nowhere to go other
than put it onto your list. You have an "open all hours" shop front on your availability
to do the work by just using a list.

If you value your mental health and you work for someone else, this post may well be
the best thing you read about being productive this year.   

An alternative?   
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#productivity

A much healthier conversation.  

When the the boss comes in with "Can you just...", you can point out when (or not)
you can �t it in and what must shift if you do.  

By all means have a to do list, but block time in your schedule to work on the most
important things on that list.  
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I think our recent "experiment" has shown that for many businesses.  

But this was proven well before COVID forced it on the majority of the working
population  

A few years ago, Nicholas Bloom gave an excellent TED talk called Go Ahead, Tell
Your Boss You Are Working From Home 

Why Working Remotely As A Team Increases
Worker Productivity

Working remotely from home works.   

In it he identi�ed the following bene�ts based on a study he did with a 20,000
employee Chinese company:
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Remote workers:

 made 13.5% more calls than in-o�ce employees, (almost an extra day of
productivity every week)
 reported higher job satisfaction
 attrition decreased by 50%
 demonstrated a productivity boost having eliminated their commute, �exible
work hours and not worrying about being late
 found it easier to concentrate at home
 took fewer sick days, took less time o�, and took shorter breaks

But I think there's another reason to add to this list.

In an o�ce environment, merely being present during the work day was seen as
"being on the job".  

Now without the luxury of "being seen", workers have realised they need to prove
they've been working.  

So they have to deliver and justify their place on the payroll. Hence an increased
output.  

What say you?  

#productivity #remoteworking #remoteteams
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How Do You Start Your Day?

Even if it's just randomly deciding what you are going to do today once you're out of
bed.  

If you do that every day, then that's your routine.  

Each to their own of course and what works for one won't necessarily work for
another.  

There are a multiplicity of variables in play here meaning there won't be one "routine
to bind them".

What I'm starting to see amongst the most productive and successful people I know, is
there are some common principles in play for an e�ective morning routine.  

The best morning routines have a component of:

We all have a morning routine.   

However... (which is really just a middle class "but")   
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 calming and relaxing the mind

 stimulating, invigorating and challenging the body

 focusing the mind professionally

 focusing the mind aspirationally

 focusing the mind intellectually

 some form of healthy eating & hydration

If you were to score 1 point for each of these that feature in your morning routine,
what's your score?   

Do you have a morning routine to be proud of?  

If so, do share it in the comments.  

#routine #productivity #success

I'm at a 5 out of 6 at the moment because I don't have an intellectual component
which for me would be probably be reading for 20 minutes on productivity or remote
team building.   

https://remoteteambuild.com/


Michael Tipper's LinkedIn Posts Volume 2

Page 30
www.ProfitProductivity.com

How's The Quality Of Your Sleep And Are
You Getting Enough Of It?

But how do you de�ne "quality" and how much is "enough".  

From a purely subjective perspective, waking up in the middle of the night is one
indicator that my sleep is disturbed.  

If the alarm on my smartphone shocks me out of my slumber rather than be
something I'm anticipating because I'm already awake, then that's another warning
sign.  

Hitting snooze and making my way back to bed is another indicator - my alarm is on a
table outside the bedroom speci�cally to prevent this!

Yawning in the middle of the day, being more tetchy than normal & �nding my focus
& productivity diminish earlier in the day than normal are other indicators.  

To me then, a "quality" sleep would be one where I wake up without an alarm feeling
alert, fresh & eager to take on the day.

In a post last week I cited getting enough sleep was a good strategy to increase your
productivity.   
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If I wake up like that then I assume I've had enough kip.   

But what's the recommended amount of sleep?  

Well according to the American Academy of Pediatrics and CDC if you are aged
between 18 and 64 then you'll need 7-9 hours.  

Both ranges sound a bit vague but its a good start.  

What do you recommend for a good night's sleep?  

#productivity #sleep
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Yup - me too sometimes!  

Well here's something to ponder on that might help.  

Get closure.  

What do I mean by that?  

Well in a world full of distractions with a brain eager for novelty, only the disciplined
few will resist jumping from one thing to another.  

Our mind likes to keep track of the things we are doing, until we've done them.  

So when you begin a task and don't �nish it because something else has caught your
eye, mental energy is still expended to keep track of the thing you've abandoned.  

And if you �it from un�nished task to un�nished task, you're opening up a succession
of mental loops to monitor the trail of abandoned activities in your wake.

“Your mind is for having ideas, not holding
them.” David Allen

Do you ever feel your mind is so stu�ed full of stu� that just one more thing to think
about will make your head explode?   
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In e�ect your 6 cylinder engine is only �ring on 4, 3 or even just 2 cylinders when
applied to your new task.  

Allen's quote captures this perfectly.  

Don't hold things in mind.   

Get closure on each task before you move on to the next one.  

Free your mind so you can use your mind freely.  

What are you going to stick with today until it's done?  

#focus #clarity #productivity

That takes mental energy - resources tied up you can't use.   
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How Do You Know When You're Productive?

A few years ago I did a strength and physical conditioning programme  

It was targeted at men over 40 who wanted to become Bigger, Leaner & Stronger.  

Can you guess what the programme's name was?  

Session 1 set the bench mark against the four exercises we'd be working on & we also
took various weight & body measurements.  

Then we set our targets & o� we went.

Before you answer here's a story.   

12 weeks later I'd signi�cantly increased the weight I could lift across all the exercises,
raised the number of press ups I could do & had put on 10lbs of muscle.  

Progress had been made on all fronts - and I had proof because I'd taken
measurements & set realistic targets against that baseline.

By tracking my progress I could see how far I had come & how much further I needed
to go.

And It was easy to see the di�erence between a good & a bad week.
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Fast forward a few years & as a productivity specialist, I'm all about helping people get
more stu� done.   

I help them do things Better, Quicker & Easier.  

The problem is, they often don't know where they're starting from or what success
looks like.  

They can't answer the question "How do you know when you're productive?"  

Can you?  

#productivity
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