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Productivity is never an accident. It is always the result of a commitment to 

excellence, intelligent planning, and focused effort. -- Paul J. Meyer 
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Foreword 
 

Hello Fellow Thriver,  

 

 

There is a reason why this e-book is in your possession. It is because of your desire to be 

productive. You want to have more time to do things that matter and create value to get 

you to where you want to be in life and in your business. 

You are on the right path. Having the desire is the first step to succeeding. The next step is 

to take action. 

This book is designed for people like you and me. Yes, I used to be lazy and unfocused in my 

work. I struggled for a long time. But after doing countless of hours of research on 

productivity and experimenting on it, I have come up with 3 proven strategies that I use that 

have helped me be more productive, saving up to 10 hours of my week. I am positive that 

this will help you as much as it helped me, hence the decision to compile my knowledge to 

be shared as a FREE e-book for our new THRIVERS. 

The only way for you to succeed is to read it and TAKE ACTION. Nothing happens without 

action. 

I am sure that if I can do it, so can you. 

I wish you all the success in the world. 

 

Cheers, 

Julian Yong  

If you have any questions, feel 

free to contact me. I will try my 

best to answer them. You can 

reach me personally at 

julian@thrivingtalents.com 

 

mailto:julian@thrivingtalents.com
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You’re at your desk, with a cup of coffee on one side and a stack of papers on the other.  

You look up at the clock hanging on the wall in front of you. It’s 1am. 

With a weary heart, you let out a huge sigh, take one sip and continue typing furiously away 

on your laptop as you work late yet another weeknight. 

You want to stop working but you need to rush this project due tomorrow.  

Then you begin to ponder, ‘Why does this keep happening to me? I wished I had more time’ 

Does this sound familiar? 

If your answer is ‘Yes’, here’s a question I’d like you to answer.  

Would you like to save up to 10 hours of your precious time each week?  

You may think that 10 hours a day does not seem like much, but it translates to 85 minutes 

a day, 10 hours a week and 40 hours a month. 

All of this put together and it’s an astonishing 21 days per year! 

Imagine what you could do with that extra time. 
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Negative Impact on our Lives 
As employees or entrepreneurs, running and gunning will have an impact on our lives. 

1) Physically  

We eat unhealthily, mostly out of convenience. 

We no longer exercise. 

2) Mentally 

We are unable to think clearly. We get irritable and irrational. We start to think 

negatively than we should. Not having enough sleep is dangerous especially when 

we doze off on the wheel. 

3) Relationships 

We don’t have time for family or our loved ones. We miss important events like 

birthdays, weddings and outings. 

4) Career  

We burn ourselves out and get tired easily. This lowers productivity in the office. 

Understanding Productivity 
 

Productivity can be classified into improving 3 categories: 

- Management of Time 

- Boosting of Energy 

- Increase focus and Attention 

 

 

 

 

 

 

All three ingredients are essential to be productive on a daily basis. 

That is why this e-book contains proven strategies that cover all three areas. 

Read and take action.  

The time for you to take charge of those lost hours begins right… NOW  

TIME ENERGY 

 

ATTENTION 
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Better Time Management 
 

 

 

 

 

 

 

 

 

We all have 24 hours a day. But time flies by so quickly that we often find ourselves running 

out of it on a daily basis. 

But if you think about it, are we really making full use of our 24 hours? 

Charles Darwin once said, ‘A man who dares to waste one hour of time has not discovered 

the value of life’. 

Time management is critical to success for both employees and entrepreneurs. 

The better you can manage your time, the more tasks you’ll be able to get done in a day. 

 

1. Optimize Your Time 
 

The first step to maximizing your time would be to optimize your time. 

For Me, I always use my coffee breaks and lunch time to work or read. 

Make all driving sessions learning sessions by trading listening to the radio while driving to 

listening to tapes and podcasts while driving. 

Just imagine, instead of spending 1 hour (during your commute) staring mindlessly as the 

radio plays in the background you could instead listen to a podcast that would have 

ultimately aided you in solving a problem or simulated your brain to become more proactive.  
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Listening to a podcast is the easiest way to start because if you have an RSS (Rich Site 

Summary) feed, it will automatically download a new podcast episode when it is released.  

There are tons of RSS feed readers that you can download from the web. 

I personally don’t use RSS readers because I subscribe to my favourite podcasters through 

Itunes. 

Some podcasts which I recommend listening: 

1) Talentpodz (Link) 

2) Smart Passive Income Podcast (Link)  

3) School of Greatness (Link) 

4) The Ziglar Show (Link) 

 

2. List Down Your Tasks 
 

A productivity tool list will not be complete without a To Do list.  

A To Do list will help you keep on the right track to getting things done for the day.  

I tend to be forgetful at times, so I rely a lot on my list as a 

backup.  

I find that if I write my tasks down either on paper or in my 

phone, I am more likely to remember them.  

At ‘list’ (pun intended), I can always review them when my 

memory fails me. 

Plus, I get a sense of accomplishment if I checkmark tasks 

that I have completed.  

A quick look in the AppStore will show you 1,500+ To Do list 

apps on the market. 

I personally still use Evernote to track my daily to do’s, but there are other apps that are 

quite good like Any.Do, Wunderlist, GoogleKeep (only for Andriod) or Todoist. 

5 tips on using a To Do list: 

1) Write down small actionable tasks. Breaking large tasks down will make it more 

doable.  

Remember that your task needs to be clear and concise. 

http://www.talentalkz.com/podcast
http://www.smartpassiveincome.com/podcast
itms://itunes.apple.com/us/podcast/the-school-of-greatness/id596047499
https://itunes.apple.com/my/podcast/ziglar-show-motivation-inspiration/id192820274?mt=2
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2) Set priorities for your tasks. Higher priority tasks should be completed first. A good 

to do list app will automatically push high priority tasks to the top of the list. 

3) Keep it short and simple. A to do list in my opinion should only be a list of 3 tasks. 

Any other unimportant tasks should be separated in another category. Once you are 

done, add more into your list. 

4) Before you sleep, list down 3 tasks to do next day. Also, review both completed and 

uncompleted tasks done for the day. Reviewing your completed tasks gives you 

motivation to continue smashing tasks the next day. 

5) Check any completed items off your list. If you aren’t checking them off, you need to 

review them. Any uncompleted tasks should be set as a priority, and completed first 

thing the next day. 

 

At Thriving Talents, the team uses Thriving Goals Journal to keep track and ensure each 

member achieves their #1 goal.  

If you are interested to find out about Thriving Goals Journal, click here. 

 

3. Track Your Tasks  
 

How would you know if you are being effective in your tasks?  

You couldn’t unless you track your tasks. 

According to a study featured in Harvard Business Review, lost time is costing the U.S 

economy $7.4 billion per day. 

Thanks to technology, long gone are the days of tedious time tracking based on paper time 

cards, memory recall and ‘buddy punching’. 

Here are 2 apps that you can use to keep track time: 

 Toggl (Web, Google Play Store, iOS, Chrome)  

 Rescue time (Web, Google Play Store, iOS, Chrome, 

Mozilla)  

How do you track your tasks? 

1) Key in the Project that you are working on. 

2) Enter a task description. 

3) Start timer. 

4) When you have completed the task, stop the timer. 

https://hbr.org/2015/01/workers-are-bad-at-filling-out-timesheets-and-it-costs-billions-a-day
https://support.toggl.com/toggl-on-my-desktop/
https://play.google.com/store/apps/details?id=com.toggl.timer&referrer=utm_source%3Dtoggl%26utm_medium%3Dkb%26utm_campaign%3Dtoggl-timer-for-android
https://itunes.apple.com/us/app/new-toggl-timer/id885767775
https://support.toggl.com/toggl-button-chrome-extension/
https://www.rescuetime.com/browser-plugin
https://play.google.com/store/apps/details?id=com.rescuetime.android&hl=en
https://itunes.apple.com/us/developer/rescuetime/id860773794
https://www.rescuetime.com/browser-plugin
https://addons.mozilla.org/en-US/firefox/addon/rescuetime-for-firefox/
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These apps will generate weekly report sent via email, summarizing your activities and 

productivity ratings.  

Remember to review the report to better plan the new week. 
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 IMPROVE YOUR FOCUS 
 

 

 

 

 

 

 

 

Often times, we trick ourselves into thinking we are productive when in reality all that we’re 

really doing is look busy. We justify our business by saying it’s a specialized form of 

multitasking. But is it really?  

Studies have shown that multitasking decreases not our productivity but also our IQ by at 

least 10 points.  

A study reported in the Journal of Experimental Psychology found that students take up to 

40 percent slower to solve complicated math problems when they weren’t focused. 

If we’re trying to shave 10 hours off our workweek, we need to be focused on one task 

before moving onto the next. 

 

1. Focusing With Time Blocks  
 

It’s time to start trying something new to better focus, and 

I’ve found the Pomodoro Technique comes in handy.  

Pomodoro technique is a time management technique that 

involves working in intervals of 25 minutes in length.   

Each interval (pomodoro) is separated by short breaks of 5 

minutes.   

A longer break of 15-20 mins is taken after sets of 4 pomodoros. 
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I found that with this technique I am able to focus and be more efficient with my work. 

5 simple steps to using Pomodoro: 

1) Choose a task to work on 

2) Set length of pomodoro (usually 25 mins). During that 25 mins, tell yourself this, ‘I 

will focus on this and not get distracted’. 

3) Complete the task until Pomodoro timer rings. 

4) Take your well-deserved Short break by doing something relaxing. Set your timer so 

you don’t go overboard. 

5) Repeat steps 2-4 until you have completed 4 sessions, then take your long break. 

 

You can download the Pomodoro app for FREE on both AppStore and GooglePlay. Or just set 

a timer/ alarm. 

 

2. Save Unimportant Articles For Another Time 
 

How many of you have multiple tabs open on your browser, all containing unread articles? 

I always get distracted when I read articles online too. 

Evernote’s web clipper plugin has been a real lifesaver for me. 

It allows you to capture full page articles, images, webpages or emails to save in Evernote. 

This helps you focus on articles that are important to what 

you are doing and review the rest another time. 

You can save articles in various formats such as full page, 

simplified article (removes formatting and layout so you 

only see the content), screenshot, PDF or even just a 

selection of text and pictures. 

Evernote web clipper plugin is available for all browsers 

Mozilla Firefox, Google Chrome, Internet Explorer and 

Opera. 

Just install the plugin on whatever browser you are using. 

You will be prompted to sign in to your Evernote account or 

sign up if you do not have one. 

Download Evernote Web Clipper (Link) for FREE.  

http://evernote.com/webclipper/
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There are other alternative programs in the market like Pocket (Link) 

and Instapaper (Link) that you can try out too. 

 

3. Tune Out From Your Gadgets 
 

Look around you. How many people do you see that are on their gadgets now? 

Technology started out to help us be more productive has now consumed our lives.  

We get notifications ever so often about every single thing be it for work or for our personal 

lives.  

I know this will be a struggle for most of you, but we need to learn to tune out from our 

gadgets.  

When you sleep tonight, try this. Put your phone on silent mode. 

You will have a much deeper and quieter sleep without being 

distracted by the constant beeping of your phone. 

When you sleep better, your morning self will thank you. 

Also, to maximize your focus while working, silent your phone.  

If you are using Whatsapp and you constantly get notifications 

from your groups, mute your notifications. 

You can mute it for 8 hours, 1 week or 1 year. 

Try it out for one week and tell me if you see a difference. 

The goal here is to try and achieve ZERO distractions. 

  

https://getpocket.com/
https://www.instapaper.com/
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CREATING A HEALTHIER ME  
 

 

 

 

 

 

 

 

 

Having better time management and Increasing focus and attention all means nothing if we 

lack the energy to remain productive.  

The daily life of the average working adult constitutes of trying to cram in as many hours in 

the office to get work done during the day, rushing to the gym after work and then trying to 

squeeze in a social life with whatever is left of our day. 

It’s no wonder that we burn out. 

1. Develop a Morning Routine 
 

Now, before you get sceptical about all the mumbo jumbo of a morning routine, you have to 

trust me on this. 

Before I tried the morning routine, I was sceptical myself. 

But once I heard that successful people like Barack Obama, Winston Churchill, Steve Jobs 

and many more all have morning routines; I thought I would give it a shot. 

My life has never been the same since. 

Basically, a morning routine is a series of tasks you perform each morning before you start 

your day. 

A morning routine is important because it sets your frame of mind in the right perspective. 

It keeps you focused on your goals and sets you up for massive success. 
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A typical morning routine should include: 

1) Waking up earlier 

2) Drinking 1 glass of warm water. You can add honey or lemon to go with it. 

3) Quiet time or meditation. 

4) Physical exercise like jogging or stretching for roughly 5-10 mins. 

5) Review your to do list and visualize your goals 

6) Personal hygiene. Take a cold shower, brush your teeth, scrape your tongue etc. 

7) Have your breakfast. 

If you are like me and find it hard to wake up in the morning, start by waking up 15 minutes 

earlier, then gradually adding another 15 mins each time. 

Your brain and body might tell you to hit the snooze button, but commit yourself to waking 

up and it won’t be long before it becomes a habit. 

I also started by picking the most important task from the morning routine list above to 

complete, then slowly adding more tasks as I progress. 

My current morning routine also has me 

yelling ‘YES! YES! YES!’ in the car each 

morning before I leave, giving me an 

absolutely amazing pump (I learned this 

from Welsh Wealth Coach, Kevin Green). 

Remember that we can all have 

different morning routines; yours 

doesn’t necessarily have to be the same 

as mine.  

The list above is just a guideline for those who are new to this. 

If you want to wake up to a better version of yourself, you need to have a morning routine. 

 

2. Learn To Say No 
Busy people say yes to everything, productive people say yes strategically. 

It’s challenging at first because saying no may make you feel like you’re being the bad 

person. 

http://www.kevingreen.co.uk/
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But on the contrary it’s quite the opposite. When you say ‘Yes’ you’re actually doing yourself 

and the person making a request a disservice especially when you know you cannot commit 

and follow through on that promise. 

Saying No doesn’t necessary mean a No, it simply means you’re prioritising your time for 

something else. 

For example, if you say no to your 

boss to take on a new project when 

you genuinely have too many 

commitments, you are saying yes to 

better quality of work with your 

existing commitments.  

If your boss insists that you take on 

the project, go over your project or 

task list and ask him/her to re-prioritize, explaining that there’s only so much you can take 

on at one time. 

Learn to consider the pros and cons in order to make good decisions.  

Some questions you can ask yourself: What else is really in this package? Does this yes come 

with a no to your family this weekend? Does this no come with a yes to your spouse for a 

date this evening? 

Look further ahead, pause and play to consider where your decision will lead to.  

If the destination is one that you will regret, then the answer is a clear no. If you are unclear 

on the direction, it’s better to say no too. 

Understand your motive for choosing. Are you merely saying yes to please others? Or 

because you are afraid of upsetting someone? 

List down the pros and cons on a sheet of paper, then make a clear decision. 

 

3. Get Enough Sleep 
 

Ranjan Das, CEO of SAP India was considered one of the best young business tycoon not 

only in India but on a global scale. 

However, he passed away at the age of 42. 

http://www.themirrorpost.com/2015/03/sleep-7-hours-deceased-young.html
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Everyone was shocked to hear of his sudden death because Ranjan was always an active 

person. He would exercise regularly and even trained for marathons on the streets of 

Mumbai. 

Surprisingly, the doctors found Ranjan only slept for 4-5 hours regularly. They determined 

the cause of death is simply because he lacked sleep.  

If we want to maximize our productivity and be at our best performance, we cannot cheat 

on our sleep. 

Sleep boosts our concentration, attention, decision-making skills, creativity, social skills, and 

health, and decreases mood fluctuations, stress, anger, and impulsiveness. 

How can we do that? 

1) Sleep at a set time and do it. We need a minimum of seven hours of sleep to work at 

our optimum state. 

2) Block all lights coming into the room 

during bedtime. That means refraining 

from using any electronic devices one 

hour before sleeping. Blue light from 

your smartphone, tablet or computer 

before bed is detrimental to your sleep. 

3) Download f.lux (Link). F.lux is a software 

that makes the color of your computer 

display adapt to the time of day, warm at night and like sunlight during the day. 

4) Get a power nap during the day. Taking a nap of 10-30 minutes will restore our 

alertness. Set an alarm or get someone to wake you so you don’t nap longer than 

you should. 

5) Drinking a warm glass of milk before bedtime will help improve sleep quality. Dairy 

products contains amino acid tryptophan which help produce sleep inducing 

chemicals. 

  

https://sleepfoundation.org/how-sleep-works/how-much-sleep-do-we-really-need/page/0/1
https://justgetflux.com/
http://www.wsj.com/articles/SB10001424127887323932604579050990895301888
http://www.bbcgoodfood.com/howto/guide/eat-right-sleep-tight
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Make Good Use of Time 
 

Once you have applied the 3 strategies, you would have effectively saved 10% or more of 

your time in a day. 

Then comes the question, what are you going to do with all those hours that you save? 

After all, you will have a chunk of free time.  

If you don’t use it wisely, you’re going back to square one. 

Bonus Tip 
 

As a bonus, I am going to share with you a list for what you can do during your free time. It 

may give you some ideas on where to start. 

 Learn a new language 

 Read a book that’s been in your bookcase for a long time 

 Pay a visit to the orphanage 

 Learn an instrument 

 Spend time with a loved one 

 Clear your table 

 Do laundry 

 Brainstorm ideas 

 Clean your house 

 Visit your parents 

 And many more… 

There are countless of productive things to do if you really put some thought to it.  

Make those extra 10 hours count, or else you will be back to square one.  
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Final Words 
 

First of all, congratulations on completing this Productivity Hack e-book!  

I appreciate you taking the time to read this book. I want to personally thank you for your 

support in Talentalkz. 

This is my first e-Book so I hope you enjoyed reading as much as I enjoyed writing it. It 

certainly hasn’t been easy writing this. A lot of research, experimenting and thought has 

been put into producing a comprehensive e-book for you. 

I hope that this guide will be of tremendous help in your effort in maximizing productivity 

and it will help all you entrepreneurs out there. 

If you truly want to be successful, start by taking action. Put all that you have learnt into 

practice TODAY. Because if you don’t start somewhere, you will never start. 

If you wish to share this book, I would appreciate if you could direct your friends to this 

link, so that they can benefit from it after they sign up for the newsletter. 

www.talentalkz.com/save10hours 

Again, do not hesitate to contact me if you have any questions. You can always reach me 

personally at julian@thrivingtalents.com. Leave your feedback in the comment section if 

this has helped you. I would love to hear what you think about it. 

It has been an honour to serve you. 

Peace out. 

 

For your continued success, 

Julian Yong 

 

 

 

 

 

http://www.talentalkz.com/save10hours
http://www.talentalkz.com/save10hours
mailto:julian@thrivingtalents.com
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