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10 ways to increase your productivity

1. You can’t control others but you can control yourself and your distractionitis.

2. Time waster #1: doing too much at once. Focus on what’s important.

3. Time waster #2: being disorganized and wasting time trying to find something-a name, an address, a phone number, a piece of information. Put your contacts into a database. Have an efficient filing system.

4. Time waster #3: perfectionism. Aim for achieving excellence not unrealistic perfectionism.

5. Time waster #4: procrastination. Fear of success and fear of failure are at the bottom of most procrastination. But sometimes procrastination is a time saver because it happens because you do not have enough information to make a decision.

6. Time waster #5: poor pacing. Rest will make you more productive. Get enough sleep and active rest during the day.
7. Maximize your own productivity by listening to what others tell you that they need and giving it to them.

8. Promise less, deliver more.

9. Be clear about how you will know measure that you are more productive. Make each day’s priority the first thing you do.

10. Delegate tasks not relationships.

5 principles to build strong work relationships:

1. Practice business protocol in every interaction. Researchers have found that if someone is pleased with our service, they will tell one person; if displeased, then they will tell 5 or more.

2. Take the time to connect with through what’s similar about you rather than focusing on your differences.

3. Respect that everyone as different comfort levels for intimacy and personal space. Friendship takes time and sometimes it complicates the workspace or business connections more than it aids it. Aim for a workship instead: more than an acquaintance but less than a friend.
4. Don’t put in writing anything that you don’t want to see published on the front page of a newspaper or on the Internet.
5. Referrals are great way to grow your business so put time and effort into each business relationship; a satisfied client is your best advertisement. Go the distance with each client, customer, co-worker, or service provider. Use the wonderful acronym for this organization-ASK-attitude, skills, knowledge-to strengthen your business relationships and grow your business.

