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Introduction 
 
You have a to-do list that’s longer than your arm. To complete the list of tasks 
you’d need a 26-hour work day and an 8 day work week - and no sooner than 
you knock the top one of the list, another one appears at the bottom. 	  
	  
Sound familiar? It’s one of the most frequent things I hear when speaking to 
business owners, with having to balance the need to generate business, 
deliver their product or service and handle the administration that goes with 
the whole process.	  
	  
Typically, you spend so long doing things that ‘need’ to be done to keep the 
business going that the delivery of the product or service that you were so 
passionate about - that inspired you to go into business - now takes only a 
fraction of your time. 	  
	  
This probably leaves you feeling harassed and constantly under pressure. If 
you’re like me, too much stress means you lie awake at night with your brain 
racing wondering about what you can do. 	  

You could just carry on as you are now, do nothing, and in five years’ time 
you’ll still feel harassed and constantly under pressure. You could throw in the 
towel, giving up on all the passion and hard work you’ve invested in your 
business, to dance to the tune of someone else – that’s if you could find an 
everyday job. Or you could start to take control and spend your time focusing 
on the things that you really enjoy.	  
	  
Imagine how much more fulfilling your days would be if you were focusing on 
the things that you really enjoy, the things where you add the value, that you 
are uniquely qualified to do and are passionate about. How much happier 
would you be? How much more energy and drive would you have? 	  
	  
What would it feel like to be able to create the time to step back to work on 
developing your business rather than working at the coal face all the time in 
your business? 	  
	  
Sound good? 	  
	  
You can do it!	  
	  
You can I-G-N-I-T-E your productivity!	  
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Exploding the Time Management Myth 
 
Time management has been a buzzword for many years but can you really 
manage time? In my opinion the answer is simple; No, you cannot. Each and 
every one of us gets the same 24 hours which equates to 1440 minutes every 
day; to suggest that you can ‘manage’ that would suggest that you had some 
way of distorting time.  
 
The reality is that the thing you can manage is yourself and how you spend 
your time; it is how you decide to utilise your time that will ultimately determine 
what you do and do not achieve. 
 
Efficiency & Effectiveness 
 
Whilst we are on the theme of challenging long standing buzzwords, let’s 
consider efficiency; efficiency is the thing that all businesses strive for isn’t it?  
 
After all, who would not want to “achieve maximum productivity with minimum 
wasted effort and expense”. I am all for efficient operations, ensuring the best 
use of company resources and minimizing costs but I would also want to 
make sure that the efficient process or operation was also effective. Effective 
being “successful in producing the desired or intended result”, often termed 
doing the right thing.  
 
How does this tie into personal productivity? By being effective and efficient 
you are doing the right things with the minimum of effort and time expended 
 
Which brings me on to a nice definition of Personal Productivity, which is 
“completing actions to move you closer to accomplishing your goals in such a 
way that it brings balance into your life”.  
 
By focusing on doing the right things, the things that will move you towards 
your intended outcomes whilst expending the minimum effort and time to do 
so will allow you more time and energy to spend on other areas of your life.  
 
With that, let’s move on to the 6 steps to IGNITE your productivity 
 
6 Steps to IGNITE your productivity	  
	  
I - Intention	  
I’m sure you know the feeling, the one where you know exactly what you want, 
exactly what you’re working towards. When you have that burning reason why, 
it’s much easier for you to focus and get things done. To be at your most 
focused and most productive you must have a clear idea of what you’re 
working towards, what your intention or purpose is for the business and for 
you. 	  
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What was it that made you go into business in the first place? 	  
	  
What are the things you want to be, do or have? 	  
	  
What are the things that excite you and energise you? 	  
	  
Spend some time thinking about this, writing down your answers. Create 
yourself a bucket list, vision board, dream book or best ever to do list of these 
items. Make the items appealing, and add photos, sounds or words that will 
really engage your emotions and make them desirable.  	  
	  
G - Goals	  
At any one time set yourself 3 to 5 specific items to work towards, take these 
from your list. As these are things that are important to you, you will know 
what you are working for. It really helps to focus the mind and get things done 
when you know exactly what you are working towards, and it really energises 
you when you achieve those things.  
	  
Choose one or two items that you will deliver in the following timescales:	  
1. Within the next 90 days	  
2. Within the next 6 to 12 months	  
3. Within the next 2 years	  
	  
These items could contribute to completing or achieving a bigger or longer-
term goal. Also, achieving these will really boost your confidence and give you 
more impetus to go after more and bigger, better things.	  
	  
“The man who moves a mountain begins by carrying away small stones.” 
(Chinese proverb)	  
	  
Sharing your goals with others is a great way of building a social contract and 
social pressure to achieve them. It is a great way of getting focus and 
accountability. It becomes a whole lot harder not to achieve when you know 
the ‘eyes of the world’ are on you. 	  
 
N - Say NO!	  
At first this may seem a little direct, but to be at your most productive you 
must be able to say NO to distractions and activities that aren’t going to serve 
your purpose. Whether they’re self-generated or as a result of an external 
influence, you must be able to decline them and allow yourself to focus on the 
task in hand. Procrastinating, finding something more enjoyable that deflects 
you, because you don’t like the task you need to complete is a common self-
generated distraction. Automatically answering the phone or checking your 
emails frequently are other examples of distracting activities. If you find 
yourself doing this, take a minute to review your vision and goals and remind 
yourself what you’re working towards. If you are to succeed in your business 
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you need to have a disciplined approach to work, know exactly what you need 
to achieve in a day and let nothing get in your way. Having a weekly and daily 
planner system can also help. More on that later. 	  
	  
I - Inspect	  
How are you spending your time at the moment? Keep a track on what you 
are doing and how you are spending your time. What are the activities that 
you do that really add value to your business? What things are you doing that 
add no value at all?	  
	  
Use the following acronym MEAD to review the activities and how you can 
improve your use of time and productivity:	  
	  
M - Must do. Those items where you really add value, where you are uniquely 
qualified to deliver. These are the activities where you should be spending 
your time. 
	  
E - Eliminate. These are most likely the activities that you are doing to distract 
yourself; they add no value to the work you do or the running the business. 
Get rid of them. 
	  
A - Automate. If there are items that have to be done repeatedly in exactly the 
same way, look to automate them and put systems in place to handle them. 
Software solutions or machinery may be a way to do this or perhaps a 
standardized procedure for manual tasks to ensure that it is done consistently 
and that can be handed to someone else to do (see delegate below). 
“Systemise the routine, humanise the exceptions.”  
	  
D - Delegate. Finally, there may be items that cannot be eliminated or 
automated that still need to be done. However, these aren’t items that you’re 
uniquely qualified to do and take you away from your “must do” activities. 
Look to delegate these to an admin/virtual PA or similar service so that you 
can focus on the areas where you really add value to your business. 	  
	  
T - Time Planning	  
Not having enough time is one of the most common issues raised when I 
speak with business owners. This situation can be greatly improved by 
applying the steps so far, and the next step is to better plan how you use your 
time. There is a regularly used saying; “Failing to plan is planning to fail”, and 
that is certainly the case with planning how to best use your time.	  
	  
I would recommend making time over the weekend, preferably on Sunday. 
Start by reviewing your intentions & goals that will move you towards them 
and the things you have to be done during the week. Make a list of those. 
Then consider other things that you could do. Make sure you include leisure 
activities. Start by allocating time during the week to enable you to complete 
the things you have to complete.  
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If there are tasks that you dislike, make them the first activity of a day and 
‘swallow the frog’; once that task is done you will feel so much better and the 
day will become easier. Once you have allocated time for all of the “have to 
dos”, you can enter the “could do” items. 	  
	  
As the week develops you may find that unforeseen things come up, so it’s 
advisable to review your plan at the end of each day and plan your next day in 
more detail or revise it to deal with the unforeseen. This will allow you to start 
the next day with a clear plan in place and you can ‘hit the ground running’.	  
	  
E - Execute	  
The biggest single element in improving your productivity is actually just to get 
on with things as soon as you can, and execute your plan. Do the things on 
your plan, tick them off and celebrate each one that you complete. Doing this 
will give you a sense of satisfaction and build momentum. 	  
	  
Summary 
By following the steps in IGNITE 
 

• I  Intention - Having a clear focus on what you want to achieve in 
life and your business 

• G Goals - setting yourself specific goals with definite deadlines 
• N No - removing distractions and non-value added activities from 

your day-to-day work life 
• I Inspect - focus on where you add value 
• T Time Planning - planning your time effectively 
• E Execute - taking action 

 
You can and will achieve more with your time. 
 
Rob Cameron. 
 
For more information and help on achieving more in your business contact us 
now. Call +44 1926 351090 or email: info@ignitioncoaching.co.uk 
 

| Business Coaching | Business Training | Business Mentoring |  
| Executive Coaching | Business Speaking | 
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