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Productivity for a New 
Generation
Plan. Do. Become.

Session Overview

• Focus on why productivity is important for HR Specialist and all professionals
• Uncover the connection between H2M (health, habits & mental dexterity)
• Understand what specific habits to change to become more productive
• Learn 5 Productivity Hacks you can start using today
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Definition of Productivity

“Striking a balance between carving out more time and energy for the things 
that are meaningful to you and accomplishing more”

(Chris Bailey)

Why is Productivity a hot topic these 
days?

Why Is Important to Think About Productivity

• 30% of our work time is dedicated to reading & 
answering email  (McKinsey Study)

• 40% of Americans get less than the 
recommended seven to nine hours every night 
(Gallop)

• Average American adult watches 5 hours of 
television every single day (Nielson)

• Average knowledge workers open email 50x a 
day and uses instant messaging 77x a day

• 80% of Adults check their smart phone within 15 
minutes of waking up (IDS)

• It can take as many as 25-minutes to refocus on 
a task if interrupted (Basex)
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Hard Truth

Truth:

Time is an asset like money –
so the question really should 
be….

Am I a responsible Time 
Manager?

We tend to act as if we are the victim of time… 

What is Your Productivity Score?
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Productivity Model

Maximizing Your Productivity

Powerful 
Habits

Health 
Priorities

Mental 
Practices

Productivity Variables

Mental 
Practices

 Enough Sleep
 Device Downtime 
 Exercise
 Managing Stress

Healthy 
Habits

 Daily 3 Priorities
 90 minutes Focused work
 Written Goals
 Sound elimination
 Daily Mindfulness
 0% Perfectionism

Powerful 
Habits

 Plan before media
 50 hours or less
 Know thy self
 Saying Yes, Saying no
 Screen time
 Distraction Zone
 Multi-tasking
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Working Smarter

Did I get done what I 
intended to do  vs. I 

was busy?

Productivity isn’t about doing more things – its about doing 
the right things

• The season you are in

• Weekly Goals

• Daily Priorities

• Long-term Goals (extra credit)

Step 1

Step 2

• Create your “to do” list
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Mindfulness 

Mindfulness & Productivity

Mindfulness plays a critical role at keeping teams sharp by:
improving three features — stability, control and efficiency. 

Helps individuals learn how to manage distractions. Workers operate 
in a 24/7 environment of constant distractions with email, 
smartphones, social media, the 24-hour news cycle and multiple 
projects and deadlines. 

It's important for your employees to develop the skills to put their 
focus where it's needed most.
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Train Your Brain - It’s Not Just  about Yoga Anymore

Benefits of Meditation:

✓ Regain control over your attention
✓ Reduces cortisol levels
✓ Brain aging more slowly
✓ Increases blood flow to brain

• Mindfulness
• Breathing
• Meditate
• Yoga

Devices & Apps Work for YOU….. Not the other way around

• Does it keep you from working on your highest 
priorities?

• Is it addictive for you?

• Salary.com survey found 26% surveyed admitted 
to wasting at least two hours a day.  How many 
hours are you on your devices?

• A candy store for your limbic system.  Do you 
react immediately to dings and other sounds?   Do 
you look at your device periodically or 
continuously?

• Focuses on low impact tasks.  Is the work you do 
on your devices in line with your highest 
priorities?
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Know Your Numbers

• What is your average daily device usage?

• What is your highest usage?

• How much time do you spend on:
- Social Networking
- Reading & Reference
- Productivity
- Games

• Do you use the “downtime” feature?

• Do you set time limits for Apps?

• Do you stop using device 30 minutes before bed 
and not start using your device until you have 
scheduled your priorities?

The So What Question

So as you think about improving your own 
productivity, what is change will have the most 

impact for you?
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#Five Productivity Hacks to Try Now

# Starting Off Right – Create a Morning Routine

# Set Your Course – Identify 3 Priorities & Schedule Them

# Manage Your Devices  – Don’t Let Them Manage You 

# Plan Your Day  – Creating an Effective To Do List 

# Train Your Mind  – Learning to Become Mindful

In Summary

Nobody wants to be average at their job or in their life!

When thinking about your productivity and accomplishing more/most important 
activities it is important to remember……

…..  Healthy priorities, mental practices and powerful habits

…..  You can have everything you want just not at the same time.  
Identify your priorities for the season you are in

…..  Your brain is one of the most important parts of your body – protect it

…..  Multitasking is a myth

…..   Learning or changing habits takes time – focus on one change at a time


