[bookmark: _w6smmd1lrfjf]How To Eliminate Negative Thoughts So You Get More Done

[bookmark: _idmm6l820nix]
Some people find it hard to admit they have negative thoughts. They assume that it automatically makes them a bad or negative person. That's so untrue because even the kindest and most upbeat people have negative thoughts sometimes.
 
Everything outside your comfort zone is regarded as a threat including tasks and opportunities. 
 
When it comes to productivity activities, fleeing is easier. The fear of failure, embarrassment, imperfection and difficulties stop us from facing our tasks head-on. 
 
Negative thoughts can feel like quicksand in which our enthusiasm for life and work quickly sinks. Here are five strategies to help you stay grounded.
 
[bookmark: _7jv9q89ndwvm]Talk back
While negative thoughts may rely on real situations, they are not indisputable facts. So, you can dispute them within yourself. First, you need to recognize the negative thought as a product of your mind and not reality. Then you can counteract the thought with better and truer ones. 

[bookmark: _k4aqwc5ozifl]
[bookmark: _t4l975ye7vkh]Surround yourself with positive influence
You can't put out a fire with more fire so why hang out with negative people when you are besieged with negative thoughts? The best people to hang with when you are struggling with negative thoughts are optimistic, positive thinking folks. 

[bookmark: _22um8s1orv68]Be your own best friend
Be kind and gentle with yourself, just like you would do with your best friend. When negativity overwhelms you, allow yourself to cry and then comfort yourself. 
 
[bookmark: _f32sdalmwdb7]Try gratitude
In difficulties, we can build a positive outlook by finding things to be grateful for. Gratitude for the smallest things like good coffee can make a difficult task a little easier. So instead of dwelling on negative thoughts, try being grateful for all the good things in your life and work.
[bookmark: _mpo6bimooveu]Don't ignore negative thoughts
Contrary to what many believe, ignoring negative thoughts is not a great strategy. That's because when we ignore negative thoughts without first understanding why they came up. We are prone to repeat the same behaviors that fuel negative thoughts. You shouldn't run away from negative thoughts like a scaredy-cat but you shouldn't allow it to consume your life either.
[bookmark: _odylmfoz8g9f]Solve the root problem
Most times negative thinking arises from a less obvious problem. The problem could be ideologies or habits that we picked up early on in life. If we find these root problems and solve them, our struggle with the negative thoughts they bring ends. Note that you may need professional help implementing this strategy.
You should work hard to get rid of negative thoughts. They reflect the world and yourself in a bad light. They make you lose confidence in your capabilities and stop you from being very productive.

That just about wraps things up.

Thanks for watching. Please like this video and subscribe to the channel
=========================================================
[bookmark: _3h71mgtbtb3o]How saying ‘no’ can improve your productivity

"No", is such a simple word yet many people find it extremely difficult to say it. They say yes to every request and opportunity that comes their way. At the end of the day, they find themselves committed to more activities than they can handle. The stress from trying to fulfill all the obligations gets them feeling overwhelmed and resentful.
 
There are some common erroneous beliefs about saying "no". If you are going to learn how to say no confidently without guilt, you need to unlearn these beliefs.
 
Myth: Opportunity comes but once
 
Truth: The belief that opportunities are so scarce that you must jump on everyone that comes your way is wrong. If you take on every task, every contract, every internship, you will end up stressed. 
 
Myth: Being “selfish” is a bad thing
 
Truth: To be selfish is to put ourselves first. Although society tells us it is bad, sometimes we need to be selfish. That's because your life is yours and no one else will take up your responsibilities. If you leave your life unattended, you will suffer consequences that will eventually affect your ability to be available to other people.
Remember that you can't pour from an empty cup.
 
 
 
Myth: If you can, you should
 
Truth: The notion that you should always be the hero is not right. Of course, if it's convenient for you to help someone with their shift or babysitting, do it. But sometimes taking on a task because you have free time is not in your best interest. Free time does not equal emotional or physical readiness to do the task.
 
[bookmark: _1uat3c4ct0dg]When should you say no:
 
 
● 	When there's not enough time to bring your best effort into executing the task.
 
● 	When you are tired and need to rest for the sake of your mental and physical health.
 
● 	When the requests stop you from fulfilling your priority obligations.
 

 
[bookmark: _fnq1fsbpm0yv]Why you should say no

 
[bookmark: _yrcpys80bky5]You are more productive
Every task you commit to, consumes your time and energy. 
 
Saying yes to every demand made on your time by your boss, colleagues, friends and family is not smart. You are setting yourself up to miss deadlines and disappoint them.

 
[bookmark: _k6xmen2h3p55]Sets boundaries
Sometimes, people want to take advantage of your good nature and manipulate you into pulling their weight on the team. Saying no is a way to stand up for yourself and create boundaries. It shields you from exploitation.

 
[bookmark: _evg4pi9syd7p]How to say no
Saying no can be difficult and nerve-wracking sometimes but there are ways to avoid the awkwardness. When faced with a request, rather than saying no on the spot, ask for some time to consider the offer. 
It takes courage to say no so if you are worried that people might not like you for turning them down. Remember that they will like you even less when you are unable to fulfill your promises to them.


That just about wraps things up.

Thanks for watching. Please like this video and subscribe to the channel
=========================================================

[bookmark: _wspovxgyphuo]Create To-do Lists So That You Can Improve Your Productivity

To-do lists are very popular productivity tools. And being productive is something most people aspire to but it takes a lot of work to be productive.
 
[bookmark: _quibcthnxslv]Benefits Of Keeping A To-do List
A to-do list can provide you with the following benefits.
 
Measure your progress: A to-do list is a good way to keep track of your progress through the day or concerning a particular project. As you tick off activities on your list, you will feel motivated.
 
Curbs forgetfulness: You are less likely to miss an appointment or forget to make a call if you have it all written down on a list.
 
Break down tasks: A to-do list is a great way to divide big tasks into smaller actions. 
 
Reduces anxiety: A to-do list can help you sort out your work into a simple step-by-step process rather than the jumble of thoughts it would be without one.
 
Keeps you focused: Our lives can get pretty hectic due to unforeseen events and oftentimes people lose track of their original plans for the day. A to-do list is an easy way for you to go back to the drawing board at any time of the day and readjust your focus.
 
[bookmark: _pprj59omb99i]How To Create A To-Do List That Works
[bookmark: _82imqgvasszg]Clearly state your tasks
Not stating your task items enough is a mistake you should avoid. If your to-do list lacks precisely stated items, you likely may not prioritize them or remember immediately exactly what you intended to do. 
 
[bookmark: _20k1drptnnb]Break down tasks
Rather than put down something like "write a new novel" on your to-do list, why not put down an activity like "outline the first chapter of my novel."
 
[bookmark: _i5xofjxtppx6]Plan with reality in mind
While planning your to-do list keep all aspects of your life in mind. If you have a family, or a side hustle, there are chances any of those could affect completing your list. 
 
[bookmark: _xvzmenvi63aj]Batch tasks
For example, if you have to email different people, group the tasks around the same period on your list. That way you send all the emails for the day while you are at the computer. It is way easier than sending the first email, visiting suppliers before setting to send the next email.
 
[bookmark: _l62m1nwvzpj]Make it interesting
You should add fun activities in between serious tasks. That way you can take a well-earned break without feeling guilty. 
 
[bookmark: _cdy0d7uvb4rs]Order your tasks
You can organize your to-do list in more than one way. You can arrange items in order of most difficult to easiest and vice versa. You can also arrange items on your to-do list in an order of urgency or importance.

 
Always keep your to-do list in your line of sight or somewhere that will take minimal effort to reach. 


That just about wraps things up.

Thanks for watching. Please like this video and subscribe to the channel
=========================================================
[bookmark: _5bf9nit0indc]Learn How To Delegate Your Tasks for Optimal Productivity
 
In any group, the responsibility of achieving team objectives falls on the leader. But the team leader cannot do it all alone. This is why delegation exists.
 
[bookmark: _bzz2tnwidh23]What Is delegation?
Delegation means giving other people a certain degree of responsibility that is directly included in their role and yours. When you delegate, you give a person not only a task to carry out but the power to make certain decisions for which you will ultimately be responsible.

[bookmark: _l5s7tadqr0tg]Reasons to delegate
Some people are afraid to delegate because they don't want to be perceived as abandoning their duties. For others, the belief is that their team cannot do the work as well as they would. 
[bookmark: _vim5kitay8iq]Reduces manager's workload
The most obvious benefit of delegation is being able to reduce your workload. Managers often have so much on their hands.
 
You can delegate items on your to-do list to someone else and create time for other essential tasks. 
[bookmark: _120ecdhq184c]Employee empowerment
Employees can benefit greatly from delegation. It pushes them to take on tasks outside their comfort zone and learn the skills necessary to do them. 
 
[bookmark: _ipcoyc60gc3i]Build a stronger team
Delegation is a way to show employees that you trust their capabilities and respect their decisions. When subordinates feel that you trust their discretion, it inspires them to be more active and committed.

[bookmark: _37w100n9p9x2]How to delegate

[bookmark: _20o5ckmnev3c]First, Consider strengths
Many times, managers commit the error of delegating to the individual with the lightest workload. Other times they simply delegate to their favorite worker or someone who's least likely to question the extra workload. Delegating in this manner fails to deliver full benefits.
 
Each individual on your team has strengths and weaknesses. 

Explain the goals
An employee who understands that delegated tasks are meant to help with capacity building and career advancement will put in great effort to get the work done.
[bookmark: _aiwj6y7hz1q8]
[bookmark: _5yyai1hwz9u]
[bookmark: _t3d8j3nootk1]Never skip instructions
Be clear about the deadlines, expected results, etc. Without instructions, the employee lacks the necessary guidance to deliver productive results.
 
Provide resources and power
When you delegate a task, ensure that you release the necessary resources and authority.
Delegation allows you to build up the capacity of your workforce systematically. It gives you the freedom to engage in the activities that matter when you want to measure productivity.


That just about wraps things up.

Thanks for watching. Please like this video and subscribe to the channel
=========================================================
[bookmark: _o63m4yn4wor]
[bookmark: _ghli38zgar2]Best productivity books – Our recommendations

Challenges characterize the journey to becoming your most productive self. Sometimes you encounter issues that leave you feeling lost. Productivity books are important tools for sharpening life skills and building better habits. They provide knowledge that helps you understand and deal with the unique productivity challenges you face.
 
Now, there are thousands of books tagged as productivity books available today. And searching for the right one for you all by yourself can be exhausting. That's why we have sifted through the mountains of acclaimed books to bring you 3 great recommendations.
 
 
[bookmark: _hkn612o7gtkt]The 7 Habits of Highly Effective People by Stephen R. Covey
This book is a library staple and a great place to start if you are new to productivity books. It teaches you proven methodology to improve your professional and personal life. The book is packed with practical wisdom to help you remain a person of integrity, fairness and dignity. With its powerful insights and time-tested principles, This book guides you through adapting and making the best of life changes.
 
[bookmark: _gljej921vl83]Essentialism by Greg McKeown
Sometimes you find that your life is filled up with activities and you cannot tell what's important and what's not. Unclear priorities hinder productivity and make you prone to stress.
 
This book teaches you the tricks you need to take charge and declutter your life. It advises that you say "no" more often so that you establish clear boundaries. If you want a life that screams quality over quantity, Essentialism is a must-read.
 
[bookmark: _snwvmloarn2e]Organize Tomorrow Today by Dr. Jason Selk & Tom Bartow
This book is fast becoming a favorite of many people, perhaps because of its simplicity and practicability. It covers topics like decision making, prioritizing, multitasking and self-motivation. In the book, the authors outline eight effective ways to better organize your life.
 
Books about productivity can go a long way to step up your productivity game. However, reading alone will not fix the issues. Read with the intent to apply what you learn. 

That just about wraps things up.

Thanks for watching. Please like this video and subscribe to the channel
========================================
[bookmark: _mc7apkbfyvg0]How to start each day feeling positive and ready to take action
 
Do you really wake up on the wrong side of the bed or do you just have a bad morning routine? The first few things we do when we wake can determine how we approach the rest of our day. If you find yourself starting each day tired and uninspired then you need to do something differently. 
 
[bookmark: _pwt1pf6jqv4t]For example….
[bookmark: _gjsqktncher]Be grateful
It's easy to get our emotions twisted into knots when we feel like we aren't getting the things we need. However, rather than spend your waking thoughts on losses, wants and disappointments try being grateful.  

To practice gratitude, you can get a dedicated gratitude journal and write down a few things you are grateful for each morning. Or you can speak out loud to yourself, stating the things you are grateful for.
 
[bookmark: _sierap4vy2n7]Don't touch your phone too soon
Understandably, you cannot avoid your phone all day long. But getting bombarded with notifications before you get out of bed is not a great way to start your day. Phones can be very distracting and addictive. Once you get on them you may while away the time meant for other relaxing morning rituals. Besides, social media is full of things that could ruin your mood before you even begin your day.
 
[bookmark: _3c7fx8e5np8m]Have breakfast
Create time to make and eat breakfast before dashing off to face your day. Having your breakfast provides you with physical energy. Also, you wouldn't have to worry about hunger making you cranky before lunch hour. 
 
[bookmark: _fngip0m69kyo]Listen to inspiring music or podcast
Make sure that whatever you are listening to is uplifting and inspiring. But sometimes even sad music can be comforting. Try not to start your day with the news because the stories of crisis could make you feel powerless.
 
[bookmark: _2mwaa88e9fw3]Get enough sleep
Experts recommend at least 6 to 8 hours of sleep for an adult. If you are getting less than the recommended hours of sleep, starting your day right might be challenging. Good sleep rejuvenates you.
 
[bookmark: _tfedce7lxu9]Do some exercise
The thought of stretching their freshly rested bodies is scary to some people. But exercise is such a great way to get your muscles and mind warmed up for the day ahead. 
 
You will most likely run around all day trying to satisfy your employers, colleagues, clients or customers. So, you should make your morning yours. Start your day the right way and see how productive you get.

That just about wraps things up.

Thanks for watching. Please like this video and subscribe to the channel
=========================================================


[bookmark: _kjziv6xpxn5n]Recommended apps that let you do more and save a HUGE amount of time

Business owners and professionals can easily get caught up in a flurry of activities. They end up very busy but not quite productive. Technology has made work easier and faster but productivity pushes for work to be even faster. 

Time-saving productivity apps can help you get organized, avoid distractions and analyze your work habits.
[bookmark: _y4neu363bqjy]Here are a few you should check out:
[bookmark: _1scpkrd0azpw]Todoist
You can easily create to-do lists on this app. Then you group the items in the list by projects and expand each project into tasks and subtasks. For each item, you can fix a deadline and get reminders when due. What's more the app allows you to collaborate with your team remotely. There are free and paid versions of Todoist available. You can install the app on your smartphone or computer.
 

[bookmark: _65fpaveg5wzk]Evernote
Sometimes it's easier to type a digital note, other times only a pen and paper would do. This app helps you collect and organize handwritten and digital notes. You just need to take a picture of your handwritten note and upload it to the app and it becomes as smart as a digital note. The app is available for iOS and Android. It syncs across devices so you don't have to worry about transferring data from device to device.
 

[bookmark: _ntihjqpl2fts]Calendly
Calendly helps you schedule meetings without wasting time sending emails back and forth. All you need to do is sync the app with your calendar and choose times of availability. 
 
[bookmark: _4hzbptplwvuy]Pocket
Sometimes you go on the internet looking for one thing but stumble on an interesting resource. Pocket allows you to save web pages so you can revisit them later. 

[bookmark: _afmu4cs0hn2e]Stay Focused
If you struggle with distractions while working, Staying focused can help you imbibe some level of discipline. The app is a self-policing tool that you can use to block access to certain sites and apps during work hours. It also allows you to set a limit for how long you stay on social media.
 
[bookmark: _mg2ja1h2nyhq]Forest
Forest is a mobile app that tries to make you less distracted by your phone. When you are ready to work, you open the app and plant a tree. The more time you stay away from your phone the bigger the tree grows. If you exit the app the tree stops growing. The app rewards you with virtual coins that you can donate to real-life tree planting programs.
 
 
[bookmark: _2rzihw5ugaj0]Do you have any favourite apps? Let us know.

That just about wraps things up.

Thanks for watching. Please like this video and subscribe to the channel
========================================

Techniques for putting an end to procrastination
 
Do you often procrastinate? You have work to do but for a myriad of so-called reasons you put it off until it's a quarter to the deadline. And then, you attempt to rush through a six-hour project in two. As you rush to get the tasks done, you feel guilty about not having done the work sooner. Also, because work that's done hurriedly doesn't usually turn out best, you feel worse for performing below par.
 
We feel you.
 
 
No matter the reason, procrastination is intentional and has real consequences. Students who procrastinate, for example, will likely have poor study habits which result in poor grades. The guilt and stress from procrastination may even make a person more prone to falling sick.
 
[bookmark: _bsluh8kfx08p]How To Get Rid Of Procrastination

[bookmark: _g46fq05dtvq6]Admit it
The first step is to accept that you are guilty of procrastination. This is important because procrastination is often able to have such a stronghold on people because they don't want to believe they are actually procrastinating. They make excuses for why they are putting off work until later.
 
[bookmark: _6myevrcibgax]Deal with underlying causes
Procrastination may be acute or chronic. Acute procrastination may be set off by unpleasant occurrences that ruin our mood. It is not a regular occurrence in a person's attitude towards work. Chronic procrastination usually has a deep psychological cause like depression. A chronic procrastinator may battle with procrastination every day.
 
 
[bookmark: _5ya6t1xdyh7e]Set small goals towards the big goal
The enormity of a task can make a person too anxious to begin. Especially if the task is a high-risk project. What you should do when you find yourself unable to jump right into the big project is to break it into smaller projects. Focusing only on the endgame will make it easy for you to postpone tasks you can do now for later.

[bookmark: _caczl4hptgwg]Change how you think of deadlines
If your task doesn't have a deadline, create one, and if it does have a deadline, see that deadline as non-negotiable. Put a definite time and date on your deliverables. Rather than saying you will get the job done next week, plan to get it done on Tuesday.
 
[bookmark: _t2tobg59ow4e]Reward or punish yourself 
Rewards are also a great way to help you rise above procrastination. Every time you complete a task on time, treat yourself to something nice or shower yourself with compliments. Savoring the awesome feeling can inspire you to resist procrastination when it comes knocking next time.
 
[bookmark: _e63vi0ycnzqa] Get to work
If you do not feel like working or do not like your present task a lot, the best way to solve the problem is to begin the work already. Ignore your excuses and get to work because the sooner the work is done, the sooner you can go do all the other fun stuff without guilt.
 
[bookmark: _xl2hftz6b65p] Get support
There are simple tools that can help you in your fight against procrastination. Sticky notes, to-do lists, scheduling Apps and reminder alarms are some great tools you could use.
 
Procrastination is not an easy habit to overcome so if you find yourself relapsing sometimes, forgive yourself. A pity party or guilt-tripping will make you feel bad and the worse you feel, the less excited you are to take on the next task.


That just about wraps things up.

Thanks for watching. Please like this video and subscribe to the channel
========================================


[bookmark: _j41kcn6imt15]Discover How to Eliminate Distractions That Keep You from Getting More Done in Less Time


 
Distractions lower your productivity but staying focused at work is easier said than done. The good news is that there are things you can do about it. 
 

 
[bookmark: _1xprdl8p7zq3]1.   Set a goal and have a plan
If you struggle with distractions every time you attempt to work, a clearly stated work plan can help. You can write down your goals for the task and how much time you intend to spend achieving them.
 
For example, your plan could say "fill in the application form – 30 minutes – No social media until the task is finished".
 
[bookmark: _pgjq6e7ynv59]2.   Create a shorter time frame
You should always fix a shorter time frame for a task than it normally takes. This is because work will usually fill up whatever time we set for it and ask for more. We refer to that phenomenon as Parkinson's law.
 
If you give yourself four days to draft an email, there is a tendency that you won't get it finished until day four. If you give yourself one hour to draft the same email, you are likely to finish it in less than two hours.
 
[bookmark: _qg9oyiro6207]3.   Make your environment less distracting
If you work from home or share an office, chances are that your family or colleagues distract you a lot. You cannot ask your family to leave the house or your colleagues to get out of the office. But you can politely ask your family and colleagues for their cooperation. Let them know that you are working and would appreciate it if they did not distract you for an hour or so.
 
If possible, close the door to your office or move to an empty room in your house if you work from home. 
 
[bookmark: _2p82io2qi61w]4.   Deal with digital interrupters
 
If you are working on a computer, close tabs that are not essential to the task at hand. They are potential distractions.
You can help yourself more by turning off your phone. Sometimes you need your phone to get the task done so switching it off is not feasible. There are ways around that problem. You can turn off notifications for certain Apps or hide them.
 
[bookmark: _1aqoir5mws0h]5.   Get comfortable at work
 
Before you begin work for the day, take some time to clean your workspace. Remove trash and unnecessary items that could mess up your concentration.
 
[bookmark: _cqaf9sjsc7q5]6.   Take a break
Every task you complete has taken energy from you, physically and mentally. Well-timed breaks can help you recharge and get your energy levels back up. Then you would be ready to focus on the next tasks.
 
Distractions are dangerous because they steal our precious time. It is important to deal with any psychological factors responsible for distractions. It makes dealing with distractions easier.


That just about wraps things up.

Thanks for watching. Please like this video and subscribe to the channel
=========================================================

[bookmark: _qk77swshawfd]Outsourcing to get more done: Practical tips on finding talent
 
Outsourcing is such an important skill. Big companies and small businesses can benefit from outsourcing but only if they can mitigate the challenges involved. 

Outsourcing helps employers save on costs such as payroll taxes, health insurance and other overhead costs of employment.
 
 
When business owners outsource repetitive and specialized tasks, they find themselves with more time to focus on the core aspects of their businesses. They can direct more energy towards generating profit. It also helps entrepreneurs and professionals to better maintain a work-life balance as they have more free time.
 
Thanks to technology that makes remote work possible, businesses can outsource talents from anywhere in the world. That means that they have access to a greater talent pool. Businesses and professionals can outsource almost any role. From virtual assistants, public relations managers, human resource managers, marketing directors, graphic designers, transcriptionists, web designers, accountants and IT specialists.
 
[bookmark: _mq1pks1a0bl5]Tips for outsourcing and finding the right talent
 
[bookmark: _ls1uho1vywo0]#1 – Understand why you need to outsource
Before you go hunting for a freelancer, you must be sure outsourcing is the best fit for the business need. You shouldn't outsource just because you don't feel like doing the work.  
[bookmark: _3rticghncto0]#2 – Find talent from reliable places
Explore freelancer platforms like Fiverr and Upwork. These leading platforms have review systems that can allow you to verify the trustworthiness and competence of a freelancer before you hand over your project. 
 
[bookmark: _v8snxro6ogvm]#3 – Do your homework
A lot of times outsourced projects turn out badly because the employer failed to do some important things. One of such things is prep work on the project. 
 
Another important thing is clear communication. You must be sure to specify your requirements, preferably in writing for the task. Take the time to create a contract that details your expectations and conditions. That way, even if a level of language barrier exists between you and the ideal candidate, communication is easier and clearer.

[bookmark: _1k9i17omsib9]#4 – Always do short-term trials
Short-term trials allow you to observe freelancer’s attitude to work, communication skills and ability to follow instructions.
If the short trial results are satisfactory, then you can confidently hire the freelancer for a bigger project or long-term contract.
 
[bookmark: _l9hfntrmwu6r]#6 – Don’t cut costs too much
You get what you pay for 99% of the time with freelancers. So, do not stifle a freelancer because of their physical location. 

[bookmark: _32fraag4ujkc]#7– Set regular check-in times
You do not want to micromanage your freelancers but never checking in on your project until the deadline is not smart. Freelancers work at their own pace but you can decide on milestones and fix deadlines that necessitate regular communication.  
[bookmark: _rectu55nyfg5]
Today, technology and after-effects of the pandemic have made it so that qualified professionals are more mobile and available. Small businesses and big firms can work with talented individuals from anywhere in the world.

That just about wraps things up.

Thanks for watching. Please like this video and subscribe to the channel
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