00:10:35.000 ——> 00:10:46.000

So again, my name is Lydia and I work for a political i'm so
delighted to be part of today's workshop on productivity in the
public service. So for those of you who are joining for the first

00:10:46.000 —> 00:10:56.000
time. a political is a network and a learning platform used by over
150,000 public servants and policymakers from 170 countries.

00:10:56.000 ——> 00:11:07.000

Our mission is to build 20 first century government that works for
people and the planet by putting the best knowledge and skills at
the fingertips of public servants around the world.

00:11:07.000 ——> 00:11:12.000
We do this through events, courses, and our knowledge sharing
platform and network.

00:11:12.000 —> 00:11:17.000
So first before we get started here, i'm just going to get a few
technical details out of the way.

00:11:17.000 ——> 00:11:26.000
So we're going to be recording this session and we'll host it online
at the a political website via Vimeo.

00:11:26.000 ——> 00:11:32.000
So we're doing this so that the participants and the a political
members can review the content on demand to further their learning.

00:11:32.000 ——> 00:11:43.000

It also enables us to share the content with any participants who
are unable to make this session. So so please be aware that the
viewers of the recording will be able to see your zoom username If
you have your camera

00:11:43.000 ——> 00:11:48.000
on, they will be able to see your face in addition to any
information contained in your background.

00:11:48.000 —> 00:11:56.000

So please let me, or one of my colleagues know if you wish to object
to being recorded, or to a political making the recording of
available in the manner described.

00:11:56.000 ——> 00:12:05.000
So if you have any more questions, you can find the contact details
of our data protection officer in the footer of a political website.

00:12:05.000 ——> 00:12:13.000
The apolitical website homepage. So so some of you may have noticed,
we have live transcription available on the call that you will see



on your screens.

00:12:13.000 ——> 00:12:24.000

If you want to turn this off you can locate the settings at the
bottom of your screen by clicking on the live transcription and
selecting hide, and just a quick reminder, while everyone's joining
if you'd

00:12:24.000 ——> 00:12:27.000
pop yourself on mute. That would be wonderful. just to minimize the
background noise.

00:12:27.000 —> 00:12:39.000
So. Okay, let's. go ahead and get started today. We're fortunate to
have Sanding that on Ho Batista joining for our conversation.

00:12:39.000 ——> 00:12:42.000
But before we introduce her, it would be great to see who's in the
room.

00:12:42.000 ——> 00:12:53.000

So if you don't mind and feel comfortable please Go into the gallery
view in the top left hand corner of your screen and turn your camera
on, so we can all give each other a nice.

00:12:53.000 ——> 00:13:05.000
Wave, and see who's here so i'm already on Hello, wonderful to see
your beautiful faces and screens.

00:13:05.000 ——> 00:13:12.000
Thank you, perfect. So we will be kicking off today with a poll.

00:13:12.000 ——> 00:13:17.000
A couple of poll questions. to get a sense of how everyone is
approaching the workshop.

00:13:17.000 ——> 00:13:25.000

So if you've joined zoom using your web browser, you may not be able
to see the pull question, so i'll read them out, and then you can
respond using the chat window.

00:13:25.000 ——> 00:13:29.000
Otherwise just use the zoom pole function as i'm sure many of us are
familiar with by now.

00:13:29.000 ——> 00:13:37.000
So our first poll should be launching quite soon. It says, What type
of public servant are you?

00:13:37.000 ——> 00:13:41.000
Are you the one that has a plan and follows the plan?

00:13:41.000 ——> 00:13:46.000
2 is go with the flow spontaneous. 3 is dream.



00:13:46.000 ——> 00:13:51.000
Big thinking is my superpower. Fourth is, get it done.

00:13:51.000 ——> 00:13:56.000
So go ahead and pop your answers in and let's see who who's in the
session.

00:13:56.000 ——> 00:14:05.000
Let's see what your style is I love to get it done from Kerry.

00:14:05.000 ——> 00:14:20.000
Okay, we have quite a few coming in lots to get it done.

00:14:20.000 ——> 00:14:25.000
Type folks in here very nice. Some go with the flow, also some
planners.

00:14:25.000 ——> 00:14:37.000
I see wonderful, wonderful, all right, some others popping in the
chat, wonderful to see.

00:14:37.000 ——> 00:14:47.000
Thank you. Okay, Great? Well, why don't we go ahead and get started.

00:14:47.000 ——> 00:14:54.000
Yes, Elaine, I agree. we are sometimes all of the above, sometimes,
so we we make room for nuance here.

00:14:54.000 ——> 00:15:02.000
So we have an absolutely fantastic speaker who will be leading our
discussion today.

00:15:02.000 ——> 00:15:11.000

Sandy, notonical Batista is a public policy specialist, and the
former acting vice President and minister of planning and
development of Ecuador.

00:15:11.000 ——> 00:15:14.000
She is the founder and CEO of better goves.

00:15:14.000 ——> 00:15:28.000

A platform that helps public servants implement projects, that
transfer lives and is senior governance advisor to different
international organizations, including Australia's Department of
Foreign Affairs and trade, and the World Bank Sandy is also a guest

00:15:28.000 ——> 00:15:34.000
lecturer at the Harvard Kennedy School, where she graduated with a
masters in public administration and international development.

00:15:34.000 —> 00:15:38.000
So without further ado I would love to hand it over to Sandy.



00:15:38.000 ——> 00:15:54.000

She has a quick presentation on productivity and hi everyone i'm
very happy to be here to see the faces i'm in this city, so i'm sure
in the cold with some of you it's kind of like getting warm it.

00:15:54.000 ——> 00:15:57.000
But not really so. So let's see how it goes what today.

00:15:57.000 ——> 00:16:01.000
I wanted to share with you 3 unexpected ways to be more productive.

00:16:01.000 —> 00:16:05.000
And there reason why I think this is such an important topic and
I'm.

00:16:05.000 ——> 00:16:07.000
So glad that you have made the time to be here today.

00:16:07.000 ——> 00:16:13.000
200. it's because the way we manage our time I think it impacts the
kind of public servants we are.

00:16:13.000 ——> 00:16:22.000
But also it impacts the way we live our lives. So before we get
started, let me start by asking you a question.

00:16:22.000 ——> 00:16:28.000
So second one from 200 mit. And so I want you to remind an answer.

00:16:28.000 ——> 00:16:36.000
If you will allow a friend to come to your house to open your
wallet, take your money and decide how they are going to spend it.

00:16:36.000 ——> 00:16:40.000
And so would be you would like no chance know when it's touching my
money.

00:16:40.000 ——> 00:16:45.000
I would probably give them the benefit of the doubt and see what
they do, or you'll be like sounds a bit strange.

00:16:45.000 —> 00:16:51.000
But yeah, sure. and so go ahead and answer the question just to see
where we are.

00:16:51.000 ——> 00:17:19.000
Curious to see what you say. I can see in the chat a couple of no
chance depends different. Yeah.

00:17:19.000 ——> 00:17:24.000
So 70% of you said no chance to be honest with you.

00:17:24.000 —> 00:17:34.000
That would be my first reaction to like no chance. And I think we



are very grateful, and because we know money is a skills right.

00:17:34.000 ——> 00:17:38.000
And so we are mindful of how we spend them like we work so hard to
learn it.

00:17:38.000 —> 00:17:43.000
And so we're very mindful of how we do 200. but for some reason we
don't get the same.

00:17:43.000 —> 00:17:48.000
No chance when someone wants to decide how they manage our time.

00:17:48.000 ——> 00:17:54.000
So to give you an example, when we get our phone and someone sends
us a message, and we're doing something important.

00:17:54.000 ——> 00:17:57.000
But we still 200 have a look, and they suddenly interrupt us.

00:17:57.000 ——> 00:18:04.000
We are like no chance you're not deciding how you spend your time,
or when you're suddenly your day fills out with meetings.

00:18:04.000 ——> 00:18:09.000
So i'm important some not as important we are not like oh, no
chance.

00:18:09.000 ——> 00:18:24.000

So I wanted to start this workshop kind of like putting this idea in
your mind that in the same way that money is scarce, and we decide
very mindfully how we spend it. I think time is equally scared. we
cannot buy more more of it and so.

00:18:24.000 ——> 00:18:28.000
We have to be equally mindful, or how we spend it, and what are we
priorities are?

00:18:28.000 ——> 00:18:35.000

So I want you to have this in the back of where your mind as we go
through the workshop, and now where I'm going to start with the 3
unexpected ways.

00:18:35.000 ——> 00:18:46.000

We can do more. So The first one is mit ctl, and do less, which is a
bit counterintuitive because we live in a society that I always want
us to do more.

00:18:46.000 ——> 00:18:53.000
I heard ones of a novelist she just won like it was like an
international bestseller.

00:18:53.000 ——> 00:18:58.000
Success, like Hollywood had bought the rights to make a movie, and



so she got an interview in the in.

00:18:58.000 ——> 00:19:03.000
The interviewer said, Well, what comes next? and so that's always
the question right?

00:19:03.000 ——> 00:19:13.000

You do something you are kind of like on the pig and it's like what
comes next. and so we live under the pressure that all the time we
have to do more and more, and more, and sometimes doing less.

00:19:13.000 ——> 00:19:21.000
It's important because it's not as Peter drocker say it's not about
doing lot of things.

00:19:21.000 ——> 00:19:30.000
It's about doing the right things and how to be effective with our

time. and I truly believe that 80% of the results that we see in our
life.

00:19:30.000 ——> 00:19:35.000
It's gonna probably come with the 20% of the things that we focus
on.

00:19:35.000 ——> 00:19:39.000
So we have to be mindful of. what are those things that we are going
to pray your advice.

00:19:39.000 ——> 00:19:51.000

And so one of the like to leave you with a very practical tip that
has worked really well for me, that what I do is that I have a very
long list where I have everything all the things that I have to do
right everything everything

00:19:51.000 ——> 00:20:05.000

everything, and we tend to do like Oh, I have to do them all. and I
have entered into a routine where, like at the end of every day I
choose the top 3 of the things that i'm gonna focus on the next day
and to

00:20:05.000 ——> 00:20:12.000
be honest at the beginning. it's hard to choose only 300, so you
have to make it a next exercise, and you will get better with time.

00:20:12.000 ——> 00:20:19.000

But I think it will focus your intention, and if you want to think
about it in another way, what are the 3 things that you cannot fail,
that you have to do?

00:20:19.000 ——> 00:20:31.000

That you must do for that day, and that it will make it like you can
call it like I got it done for those of you that were when that's
side, or if you are like, even if you go with the flow like.



00:20:31.000 ——> 00:20:35.000
Think about. What are those 3 things that are going to get you
closer to where you want to go?

00:20:35.000 ——> 00:20:47.000

So we get your overall objective so that's the way I think when I
prioritize things the second thing that it's a bit counterintuitive
is to schedule an appointment with yourself and what I

00:20:47.000 —> 00:20:57.000
mean by that? is that imagine that when we are doing like people
running into our agenda right, everyone fighting for our attention.

00:20:57.000 ——> 00:21:03.000
Everyone is prioritizing their own thing. but we have to be mindful
of how we prioritize our time.

00:21:03.000 ——> 00:21:08.000
So something that works really well is that you can schedule and put
time in your agenda.

00:21:08.000 ——> 00:21:15.000
Now that we share agendas at the work where you that is the time
where you use to focus on the things you want to focus on.

00:21:15.000 ——> 00:21:18.000
And so the way as as if you were meeting

00:21:18.000 ——> 00:21:22.000
Having a meeting with someone. make a meeting with yourself to focus
on those things.

00:21:22.000 ——> 00:21:26.000
Each of us have our preference, and how that works during the day.

00:21:26.000 ——> 00:21:30.000
For me. It works really well to block like a couple of hours in the
morning.

00:21:30.000 ——> 00:21:39.000

For example, 200 miles where I just focus on the things that I have
to do. and normally I start with my list of 3, and those are the
things that I start working on.

00:21:39.000 ——> 00:21:54.000

So in that way, even if the day goes crazy and there are a 1,000,000
things unexpected, I would have get done the things that are more
important, and I think it's hard to do, and we don't get that space
by default it's

00:21:54.000 ——> 00:22:02.000

only by design. And so we have this design, our day in such a way
that we have the time that we need to see concentrate on the things
that are important to us.



00:22:02.000 —> 00:22:14.000

And so I think this idea of like blocking time and It doesn't matter
when in the day it is it actually changes the way you work, and
you'll see that once you start doing it.

00:22:14.000 —> 00:22:24.000

You're like Oh, this is amazing, and you will probably want to do it
more So that's another important one, and the final one is to take
care of yourself.

00:22:24.000 —> 00:22:35.000

Even if it's 5 min at a time. so if you had a friend that is
thinking about running a marathon, and they wake up and say, Well,
today i'm running a marathon you would say no chance like you have
to

00:22:35.000 ——> 00:22:44.000

prepare you have to train you have to eat well you have to prepare
your body to do it because it's a It's a long run, and for me when
we work in the public.

00:22:44.000 ——> 00:22:49.000
Service. It is a Marathon, and we need to. We need to prepare for
it.

00:22:49.000 ——> 00:22:52.000
And the way we prepare for it is also taking care of ourselves.

00:22:52.000 ——> 00:23:01.000

So sleeping well, leading well, doing some extremes I know I know
you're gonna say like, but we don't have time like we're putting Oh,
fires all the time.

00:23:01.000 ——> 00:23:06.000
Like everything it's for. yeah, we have so much pressure to deliver
things.

00:23:06.000 ——> 00:23:17.000

But I honestly believe that unless we make that time we won't be as
productive as we want to be, and if we don't do it, no one else will
do it for us.

00:23:17.000 —> 00:23:25.000
So I think we need to not only not and it's not an excuse to say
that we don't have the time we have to find the time.

00:23:25.000 ——> 00:23:31.000
There is a there is a quote that I love that it says that if you
don't prioritize your life, someone else will.

00:23:31.000 ——> 00:23:35.000
200, and it's true and telling you for example when I was managing
my staff.



00:23:35.000 ——> 00:23:39.000
But a minister 3. I knew there were people that would say, no.

00:23:39.000 ——> 00:23:45.000
I live at, say 5, 6, because I have to go and see my kids, and if
there is something that needs to be done I can do it later.

00:23:45.000 ——> 00:23:55.000

So I knew the people that were not in the office. I knew the people
that it stayed in the office, and I was very respectful of that, and
I think in a way we all are.

00:23:55.000 ——> 00:24:01.000
But if we don't if we don't put those boundaries no one is going to
put them for us.

00:24:01.000 ——> 00:24:03.000
It's not that I went to like Oh, you're not living at things.

00:24:03.000 ——> 00:24:06.000
They're like, Oh, great do I hear we have to keep working so let's
do it.

00:24:06.000 ——> 00:24:11.000
So I think it's important you set those priorities on how to do it.

00:24:11.000 ——> 00:24:16.000
And there is a great book that I recommend he's actually a British
doctor, Dr.

00:24:16.000 ——> 00:24:20.000
Chattery, where he says that you can start 5 min at a time.

00:24:20.000 ——> 00:24:25.000
So basically, what he says is that we can have something like health
snacks where you have 5.

00:24:25.000 ——> 00:24:39.000

You dedicate 5 min for an activity to help you play your mind. So
that could be like walking in nature or listening to music, or
something that you really like to to give 5 min to something that
has to do with your heart

00:24:39.000 ——> 00:24:47.000

that's basically connecting with people calling a friend just giving
yourself some time to talk with your partner with someone that lives
with you.

00:24:47.000 ——> 00:24:53.000
200 and the other 5 min is to do something for your health even if
it's like I don't know climbing upstairs.

00:24:53.000 —> 00:24:56.000



If you live like in an apartment, or working a little bit more.

00:24:56.000 ——> 00:25:00.000
And so this idea of like 5 min at a time for yourself.

00:25:00.000 ——> 00:25:05.000
Sometimes we underestimate the power that doing little things has 2.

00:25:05.000 ——> 00:25:17.000

But I think that it's it's a very good way to start, and once you
get into that habit, you can build up a routine where you you you
give more time to yourself, don't forget that because that's how how

00:25:17.000 ——> 00:25:22.000
we while we do it, and no one else is going to take care of
ourselves, as we have to.

00:25:22.000 ——> 00:25:33.000

So. I hope this was helpful for you. so Remember try to do less, and
appointment with yourself to do what's more important, and make time
to take care of yourself.

00:25:33.000 ——> 00:25:45.000
If it is 5 min at a time. So thanks so much for being here, and I
have a Productivity quide that I wrote 2 years ago now 2,021.

00:25:45.000 ——> 00:25:49.000
But I think it has very good tapes, and it has a summary of a couple
of books that I found very useful.

00:25:49.000 ——> 00:26:00.000

So if you want to download it you can go to better gobs that org
slash productivity, and i've also added a couple of articles that I
wrote related to the topic, if You've these things useful But
Thanks.

00:26:00.000 ——> 00:26:08.000
So much. And now i'm gonna open for questions thank you so much,
Sandy, That was so so interesting.

00:26:08.000 ——> 00:26:16.000
We actually have quite a few listeners in the chat who use these
techniques already, who have taken time to schedule themselves.

00:26:16.000 ——> 00:26:20.000
Some focus time as well as those who have really interesting
techniques.

00:26:20.000 ——> 00:26:26.000
So I would encourage everyone to take a look at the chat and see
everyone's tips and tricks very very useful.

00:26:26.000 —> 00:26:33.000
And I would read the tips myself. to I think it's something we



always come to learn more.

00:26:33.000 ——> 00:26:44.000
So. thank you. Yes, absolutely so. we amongst the ideas. I would
just like to ask a question on prioritization.

00:26:44.000 ——> 00:26:48.000
And what your recommendations would be for prioritizing tasks
effectively.

00:26:48.000 —> 00:27:00.000

When time is short. So I I like to take a step back, because once
you have, like a very long list of things to do, I would like to
think about.

00:27:00.000 ——> 00:27:06.000
What are your objectives say at work like? What are the things that
are most important, or the things that you want to focus on?

00:27:06.000 ——> 00:27:12.000
For example, say that quarter 200. And so the way that I prioritize
my taxes, thinking about that long-term objective?

00:27:12.000 ——> 00:27:19.000
What are the things that I should be doing today? that will get me
closer to where I want to go, so that that's a good one.

00:27:19.000 ——> 00:27:21.000
The other one is, of course, we will have bothes, and we need to
deliver.

00:27:21.000 ——> 00:27:26.000
So I think that that enters as an important category of like what to
prioritize.

00:27:26.000 ——> 00:27:30.000
And the other thing that I like to think about is what we give the
biggest returns.

00:27:30.000 ——> 00:27:35.000
What are the things that if I do which we change things the better.

00:27:35.000 ——> 00:27:38.000
And so, for example, if you have to write a lot of things.

00:27:38.000 ——> 00:27:43.000
But you have like this particular study that it's like important
Then you focus on that.

00:27:43.000 ——> 00:27:49.000
I think it's honestly like every skill in life the more you practice
it, the better you get at it.

00:27:49.000 —> 00:27:54.000



So I I think that's something we have to try and and retry and try
again.

00:27:54.000 ——> 00:27:59.000
Yes, that makes sense. I think it's the the framing the reframing.

00:27:59.000 ——> 00:28:09.000

That's very important to try and focused in So we have one question
from Rachel in the Chat, which says, Can you break the third point
about self-care down a little bit?

00:28:09.000 ——> 00:28:12.000
We definitely need to do this. But do you have any practical tips
for how?

00:28:12.000 ——> 00:28:16.000
To make sure this becomes a natural part of the day and or week.

00:28:16.000 ——> 00:28:20.000
Yes, so something I have found that works really well for me.

00:28:20.000 ——> 00:28:27.000
2 is that you have to in order to build habits that say it's
important to make them part of your routine.

00:28:27.000 ——> 00:28:38.000

And so, for example, a something that I I really like to do is that
once I wake up, I like to have 200 leads from 5 min for myself, just
not to open my emails.

00:28:38.000 ——> 00:28:49.000

No phone, no, nothing just to like I don't know Sometimes I like to
look at the window to think about the day, or I like to read a book
on something that Has it's related with personal growth.

00:28:49.000 ——> 00:28:52.000
And so I kind of build up a routine 250.

00:28:52.000 ——> 00:28:56.000
There is a book that it's called tiny habits and the recipe that
they recommend.

00:28:56.000 —> 00:29:02.000
That I think works well is Think of a habit that you want to to
build right and think of something you do.

00:29:02.000 ——> 00:29:09.000
And so you say 200 before. say before I or like after I wake up.

00:29:09.000 ——> 00:29:24.000

I'm gonna do X and then you do it like for 5 min, and then you
celebrate in. They say that you have to celebrate, because that's
the way your brain wires and like accepts the the changes and kind
of like wants



00:29:24.000 ——> 00:29:34.000

to repeat that activity. and so for example, and I say like I don't
know for me it's we're in a book 5 min, even if it's 2 pages and it
just makes me feel better and start my day more

00:29:34.000 ——> 00:29:39.000
mindful, and so try try to think about that, and then exercise.

00:29:39.000 ——> 00:29:51.000
For example, I like to do them in the board, made some people like
to do them in afternoon, or say when I want to pick up my daughter.
I choose to work instead of like taking the bus, So that's kind of
like I do my exercise in that

00:29:51.000 ——> 00:30:04.000

way if I don't have the time to do it during the day. So I find that
sticking it to a habit or something that you do in a routine basis
helps a lot to start building that space for you that's wonderful
actually

00:30:04.000 ——> 00:30:15.000

we had someone in the chat I think it was rashill who said that they
put their phone in the cupboard just to make sure that they're
They're not distracted.

00:30:15.000 ——> 00:30:21.000
So wonderful questions. And I just want to remind everyone reacting
to some of the questions in the chat.

00:30:21.000 ——> 00:30:24.000
These resources will be shared after the session along with the
recording.

00:30:24.000 ——> 00:30:27.000
So don't worry about that. and if you have any other questions for
Sandy.

00:30:27.000 ——> 00:30:31.000
Please feel free to pop them in the chat. Yes, it is.

00:30:31.000 ——> 00:30:42.000

Yeah, our next question comes from Mimi: How do you do these
techniques without feeling guilty and feeling anxious about all the
rest of the tasks on your list to Do I understand that?

00:30:42.000 ——> 00:30:54.000

But I want you to think about it in another way, like imagine you

are trying to cut a tree right? and you're like, Oh, no, you're so
focused like coding this tree, and then someone gives you like you
know one of

00:30:54.000 ——> 00:30:59.000
those electric. How do you call them so? you can do it much faster?



00:30:59.000 ——> 00:31:03.000
And so, and you're like no no i'm too busy I cannot pay attention to
you.

00:31:03.000 ——> 00:31:12.000

So in a way I feel that these 5 min to recharge it's kind of like
doing that it's like think about it instead of something that is
taking you time it's kind of like an investment to gain

00:31:12.000 —> 00:31:27.000

more time, because if you are like more focused or more productive,
or you feel better, what you are going to be able to do it's going
to be a better quality, you're gonna do it faster. If you sleep
well, for example, or If you do some

00:31:27.000 ——> 00:31:32.000
mixture that, trying to push as an extended beyond your limits.

00:31:32.000 ——> 00:31:35.000
So think of it as an investment and you'll see the difference.

00:31:35.000 ——> 00:31:42.000

Only like I start doing it, and you will see the difference for
yourself, and then you will find I would equilibrium for you in
5 min.

00:31:42.000 ——> 00:31:48.000
It's probably sometimes like we are like scrolling our phones
without anything.

00:31:48.000 ——> 00:31:53.000
So you can start 5 min at a time. everyone has 5 min Yes, that's a
wonderful challenge.

00:31:53.000 ——> 00:32:01.000

It's a good way to think about it that you're sort of sharpening
your brain again, and getting ready to to confront tasks
efficiently.

00:32:01.000 ——> 00:32:09.000
So another chat that came, or another question that came in before
the session.

00:32:09.000 ——> 00:32:17.000
Do you have any techniques that are there to help focus and avoid
distractions?

00:32:17.000 ——> 00:32:22.000
Yeah. So I agree with someone that was saying that they put their
phone away.

00:32:22.000 ——> 00:32:27.000
I think it's very to know what I the things that distract us.



00:32:27.000 ——> 00:32:32.000
So, for example, that trigger for me if it's it's at if one it's the
phone.

00:32:32.000 ——> 00:32:43.000

So I also put it away. So the other one is that if i'm doing
something. and, for example, i'm trying to download an archive, and
then it's taking too long i'm like Oh, no, no, i'm just gonna

00:32:43.000 ——> 00:32:50.000
start doing these other things, so that I can gain time and then i'm
lost like I love my train of thought and everything.

00:32:50.000 ——> 00:33:02.000

So if you're writing, for example, something I like to do it that I
have turned off all the notifications in my phone and in my
computer, so I don't get the pivot every time I get an email, or
anything and then

00:33:02.000 ——> 00:33:14.000

I try to concentrate on the things that for example where I don't
have to use the Internet if i'm writing something like within a
report, and things like, that and another great tip that I read once
and I think works

00:33:14.000 ——> 00:33:22.000

Well, it's like try to have short say you work 30 min, and then you
kind of like, give yourself a reward, and then you're like okay
fine.

00:33:22.000 ——> 00:33:27.000
After 30 min i'll i'll do this thing and then I like I don't know.

00:33:27.000 ——> 00:33:32.000
Say, i'm gonna call my parents just to say hi and Then i'll get back
to it, and so you kind of like have something to look forward.

00:33:32.000 ——> 00:33:39.000
And another thing that has worked really well for me is that for
emails. I even read them all the time.

00:33:39.000 ——> 00:33:51.000

I read them 3 times a day. I generally read them in the mornings
after lunch and before I finish my day 2. But i'm not reading it, or
at the time, because otherwise you are like all the time answering
things whatever it comes into your email

00:33:51.000 ——> 00:33:54.000
and then I go to the example of the wallet again.

00:33:54.000 —> 00:34:00.000
It's like someone does start taking the time. so I prefer to do 2
block times for the email 2.



00:34:00.000 ——> 00:34:10.000

And so in that way I have the piece of mind that someone you're
saying, How would you don't feel guilty? They're like, okay, I've
read my emails It's just I it. stops Now, and you can do it as
frequent as you want

00:34:10.000 ——> 00:34:15.000
you can do once, 2, 3 times a day. but I find that that's also a big
destruction.

00:34:15.000 —> 00:34:24.000

Yes, that's a great tip. actually there are some other questions
that were submitted about sort of different approaches for
scheduling different tasks at different times.

00:34:24.000 ——> 00:34:28.000
So I think that's really good advice to only sort of block out time
for emails.

00:34:28.000 ——> 00:34:33.000
So everything's not pinging we have a new question from Joanne in
the chat.

00:34:33.000 ——> 00:34:38.000
How do you deal with interruptions on chat on zoom or teams?

00:34:38.000 ——> 00:34:43.000
Yeah, so generally i've noticed this I sometimes i'm in meeting with
people.

00:34:43.000 ——> 00:34:56.000

And then I start getting emails and i'm like wait wait a minute and
or like, Yeah, so it depends on the meaning like, for example, now
that i'm talking with you i'm not necessarily reading the chat i'm
focusing on what

00:34:56.000 ——> 00:35:01.000
you're doing, and i'm trusting that livia is the one that it's kind
of like reading the chat.

00:35:01.000 —> 00:35:09.000

And I used to have this idea. that you can multitask right and so
that I would be more efficient if i'm reading my email and i'm like
not sure i'm listening.

00:35:09.000 —> 00:35:16.000
But i'm also doing those things sometimes depending if it's a big
group, and if I would be listening for example, not not now.

00:35:16.000 —> 00:35:20.000
I couldn't put the chat even and I know that if it's something it's
important.



00:35:20.000 ——> 00:35:26.000
They they would say something, and I personally like to take notes
so whenever I'm.

00:35:26.000 ——> 00:35:39.000

In a meeting. What I do, is that I take notes and I find that that's
not only helped me like to think and process, but also because i'm
doing something it's it's harder to get distracted so I like to

00:35:39.000 ——> 00:35:43.000
have kind of like the main point points of the meeting and stuff in
Yeah.

00:35:43.000 —> 00:35:52.000
So that's how I do it and I have also learned that, like, I think
Renee Brown said it like discomfort over resentment.

00:35:52.000 ——> 00:36:05.000

So Sometimes I prefer not to go to a meeting than being in a marine
that I will resent being there because I have so many things to do,
and and I know it's hard to say no when you get that moment of
tension, where you

00:36:05.000 —> 00:36:14.000

have to say like no i'm not going to go but I think it's it's better
to to do that and choose, because we we are all the time making
decisions.

00:36:14.000 ——> 00:36:17.000
And there are trade-offs so i'm saying no to something.

00:36:17.000 ——> 00:36:21.000
It's because i'm saying yes, to something else and so being mindful
about that, too.

00:36:21.000 ——> 00:36:29.000
That's great advice, So we're approaching the end of the session,
please.

00:36:29.000 ——> 00:36:35.000
If If anyone has any additional questions for Sandy feel free to
submit them to our Q.

00:36:35.000 ——> 00:36:43.000
And a function on the a political website we'll put it in the chat
right now, and we'll try to get those answered for you.

00:36:43.000 ——> 00:36:54.000

So thank you to all for joining us so before we finish. we would
love to get a sense of how you felt about the workshop before we go,
and before we do our one word takeaway.

00:36:54.000 ——> 00:36:58.000
So i'm going to have to pull up a quick survey for you.



00:36:58.000 ——> 00:37:03.000
Whether this was a valuable use of your time. Hopefully, it was a
productive use of your time.

00:37:03.000 ——> 00:37:09.000
Half hour. we won't share the results of this survey. it's just just
for us to help improve our workshops.

00:37:09.000 ——> 00:37:19.000

So please, if you wouldn't mind submitting that would be wonderful.
And then, once you do that we love for you to share in the chat your
one-word takeaway.

00:37:19.000 ——> 00:37:25.000
It could be a phrase from this session from today's workshop, just
to share with everyone how you've been feeling.

00:37:25.000 ——> 00:37:30.000
And again. I think I mentioned this earlier, but as we wrap up.

00:37:30.000 ——> 00:37:42.000

I wanted to add that everyone who's registered for the event will
receive an email soon with with the resources and the recording from
today's conversation.

00:37:42.000 ——> 00:37:48.000
So. Yes, I see so many wonderful one-word takeaways in this chat.

00:37:48.000 ——> 00:37:55.000
Practical prioritized motivating strategy 5 min. that's a very good
one.

00:37:55.000 ——> 00:38:05.000
Self-care prioritize quite less is more that's a wonderful thing for
us all to remember self-investment. That's a great one.

00:38:05.000 ——> 00:38:13.000
Movements snack. I love that I might do a movement snack after this
kindness. Wonderful!

00:38:13.000 ——> 00:38:19.000
Thank you so much. and a moment is no Aha!

00:38:19.000 ——> 00:38:24.000
Moment is no multitasking and do less thank you maybe That's
wonderful.

00:38:24.000 ——> 00:38:29.000
That's great So yes, thank you so much for attending the session.

00:38:29.000 ——> 00:38:35.000
You can. Obviously there are so many more resources like this on on
our website.



00:38:35.000 ——> 00:38:38.000
We have courses. We have boot camps to have workshops for these
exact topics.

00:38:38.000 ——> 00:38:42.000
So thank you so much for taking your time to join and in the name of
productivity.

00:38:42.000 ——> 00:38:46.000
We're gonna give you 1 min back to go along with your day.

00:38:46.000 ——> 00:39:03.000
So thank you again. everyone. Thanks so much. Thank you, Sandy.



