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======================== 

This is The Blog Program Episode 26. 

 

We're going to talk about 5 Tricks to get more done in less time.  

======================== 

 

Alright, well... welcome to the show. We're going to talk a little bit about productivity today, but before 

we do that, I want to give you the updates from Blog Marketing Academy.  

 

I want to basically update you on a couple of the latest blog posts since Episode 25.  

 

The first one; I talked about what I call "The Hybrid Confirmation Model". Essentially, what this is, is a 

blog post about how to deal with those new email subscribers that we get on to our list who don't 

confirm their addresses. You know about the double confirmation model; this is that thing where you 

subscribe to somebody's email address and then you get that email that says, "Hey, please click here to 

confirm that your email address is real", right? Well, fairly large percentage of people, sometimes; who 

enter their email address don't actually click that link and that basically means you can't email them 

anything! And that sucks! It basically doesn't grow our list at all.  

So I deal with this using something that I call the hybrid confirmation model and I talk about that on that 

blog post. You can find that at blogmarketingacademy.com.  

 

The second is a much more recent one and that is called "The Deadly Quartet For Rapid Audience 

Growth & More Traffic". In this one I talk about a 4-prong strategy to actually grow your traffic. And I 

think this is basically the way the game works these days. The old way was that we write lots of content, 

we cross our fingers and we hope people come. Or if you do a little bit more than that; you write 

content and then you share down your social media channels, maybe email your list... you hope people 
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like it and share it and once again, we cross our fingers and hope people will come. In the Deadly 

Quartet we introduced a few other elements here that give you a much more complete content 

marketing strategy and it will grow your traffic. There's pretty much no doubt about it when you do it 

actually right. So that's called The Deadly Quartet and again, you will find that on the Blog at 

blogmarketingacademy.com/blog.  

 

Okay, let's get jumping into our feature segment.  

 

========= 

 

Okay, let's talk a little bit about productivity. Now on first going, one might think that productivity 

doesn't have a whole lot to do with blogging which is kind of the cheap subject of our show, correct? 

Well, I'm here to tell you; and you've probably experienced this in your own life... I would say, if not 

number one, probably the number two constraint that I find that bloggers are dealing with is the lack of 

time getting more done in the available time that they have to do anything. It's especially worse if you 

have a day job and you're trying to grow your online business on the side, because you only have a little 

bit of time, maybe in the morning if you are an early riser, but then in the evening, to really get anything 

done, and during the day when you're pretty much tied up, you need to be really, really efficient.  

 

And so, that's why we are talking about this. And I'm going to talk about 5 Tricks To Get More Done In 

Less Time. And because I'm not one to beat around the bush, let's just go and jump right in.  

 

1. Is to break your available time into Focus Blocks. Now, this one is really, really powerful, and I 

find it for me; it really keeps me on target.  

 

What I actually do is I have a template that I go through. In my case, I keep it inside of Evernote. 

And it's a template that I have that will actually take the available time that I have to get any 

work done; and I will break it down into what I call focus blocks.  

 

I will just go over what my template looks like and I will actually share this with you on the show 

notes over on the blog so you can actually see what this thing looks like.  

 

So at the top of this note, in Evernote, I've got my task list. So it's just a few tasks that I want to 

get done during the day. Right below that I have a little line and then I have my morning routine. 

My morning routine is basically a few items that I have to get done every morning. Some of 

them are optional and it's mainly because I just realized that I work better when I do it.  

 

One of them is the simple action of drinking a nice big glass of lemon water in the morning. That 

helps kind of jumpstart my body after I get up. I also am a parent, I've got to get my kids to 

school, so that's just something I got to do, right? It's kind of a responsibility, so that's on my list.  
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And then another thing is that I have 5 minutes of stretching and movement. I’m working like a 

lot of people; I'm working on getting a full exercise regimen into my schedule. But as of now, 

that is what I've got as my morning routine is that at least want to do a little bit of stretching and 

movement and kind of just wake up my body.  

 

Underneath that Morning Routine, I've got another line and then I've got my Work Block. My 

first work block which is basically my morning work block and I have it broken down into a 50-

minute focus block and then 10 minutes of what I call "Flex Time".  

 

Now, the 50 minutes focus block, I actually work "Balls to the wall" on whatever I need to get 

done that day.  And what I actually do is I run a timer for 50 minutes. It's actually on pre-set on 

my little timer. I use a little application called "Timer Utility" on the Mac. But if you are on 

Windows, or it doesn't matter what you're using, just get to Google and search for some timer 

utility. You’re going to find a ton of them because it's a really simplistic thing. And so, I set it for 

50 minutes and then I hit "start" and then I go to town and I start working.  

 

Now, just having that timer on my screen keeps me on cue because if I'm wasting time, I see 

that I'm wasting time. I see that timer going. What it does is it turns it into a game in seeing how 

much I can actually accomplish before that timer hits zero. Once the 50 minute timer hits zero, I 

give myself 10 minutes of flex time.  

 

And I call it flex time for a reason because sometimes it can be used as a buffer. If I'm really into 

something when that 50 minute timer hits zero, I don't just break up my flow and just go out 

and force myself to do something I don't want to do; I will just say, "Okay, I'll finish this thing, 

whatever". So, that's one option. The other option is that I get up from my desk, I go stretch a 

little bit, maybe grab a drink of water, go to the bathroom; whatever needs to get done during 

that flex time. And then once it's done, I sit back down and I start the next 50 minute focus block 

and I go to town.   

 

So, basically, if I have an entire work day to get things done, then I have 3 of those 50 minute 

focus blocks. In the morning, I have a lunch and then I have 3 more focus blocks in the 

afternoon. Now, if my schedule is different that day because I've got some stuff going on 

outside the office; then whatever, I just adjust how many focus blocks I give myself.  

 

Some days, I'm not in the office all that much and I might not have any focus blocks available. 

But the whole idea here is that we take our available time and we divide it up into these focus 

blocks. And it's basically engineering ourselves and our environment so that we are prime to get 

as much possible done with that available time as we have. And it also works with the idea that 

none of us have the ability to work "balls to the wall" for a really, really extended period of time. 

Eventually we are going to fizzle out.  
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So when you break it up a little bit into these time focus blocks, and then you say, "Well, I'm 

going to go out and guffaw or I'm going to stretch", whatever; you know, you kind of embraced 

that idea and then you come back for the next focus block.  

 

As I'm recording this podcast right now, I am in my second focus block of the morning and I have 

13 minutes left on my timer. I don't yet know if I'm going to finish this episode before that, but 

whatever; I have got flex time after that, right? So that's how that works. And once again, I will 

actually share the template that I use on the show notes for this blog post and you're going to 

find that at blogmarketingacademy.com/episode26.  

 

2. Your email can wait.  

 

Not a big deal. And I'm just going to put this under the category of "everything" that's a 

distraction - Facebook, Email, phone calls; all of that. Turn all of it off. It can wait. Part of this is 

to make sure that you actually view those things as a distraction. I'm not sitting here telling you 

they're not important. But they still are distractions.  

 

I’ve often said before that you cannot eat and talk at the same time. And it works this way in 

productivity as well. You can't be consuming things and also produce, at the same time. You 

can't be looking at Facebook and be producing something of value at the same time. You can't 

read somebody else's blog post and at the same time create your own. You can only do one at a 

time. And not only that... if you're constantly flipping back and forth then you're never getting in 

into any state of flow when it comes to your productivity and so, your productivity will suck.  

 

Any myths that you have about how well you can multi-task; just believe me, it's a myth. We 

don't multi-task. Really, we can only focus on one thing at a time and we're just quickly 

switching it back and forth. Now you're going to get a lot more done if you don't switch your 

attention back and forth under the heading of multi-tasking. You just do one thing at a time and 

then in your flex time, allow yourself to do the other things.  

 

So I will basically say, make sure that you view these things as a distraction. Don't have your 

Gmail tab open. Don't have your phone ringer on. They can wait. Trust me. That’s what 

voicemail is for. These things are just not as important as many of us think they are. We tend to 

prop these things up on pedestals and we make the excuse to ourselves that actually answering 

emails and taking phone calls is “work”. And I'm telling you right now, it's not. It might be 

important. You might have business coming in via emails or you might have an important client 

phone call but you're not going to be able to produce anything for that client if you're on the 

phone with them. So, I mean... just keep it in perspective.  
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3. Separate planning from execution.  

 

Now, I believe this is a big one. I believe that especially if you're a solopreneur, if you're running 

your own show with regard to your business; is that we still have two basic roles. We have that 

of an executive and then we that of a worker. And most of what we do falls under the heading 

of “worker”. But we need to remember to have that executive hat on.  

 

The executive is the one that looks at the big picture, sees what needs to be done, thinks up the 

ideas, decide what the tasks are going to be for the day and basically lays out the direction.  

 

Now, you cannot be doing that and be doing those tasks at the same time. You cannot be 

creating your task lists and be simultaneously doing it. You probably also have recognized in 

your own situation that if you are trying to think of how to get something done while you're also 

simultaneously doing it, you don't often make very rapid progress. Your best quickest work is 

done when you go into it knowing exactly what you're going to do and how you are going to do 

it. That is just a matter of execution.  

 

So what I think works best for people and it certainly works better for me - is that you have one 

block of time where you decide what you're going to do and how you're going to do it. And 

then, separately you have the execution time where you sit down and you get it done.  

 

For example, let's just take the idea of blogging. You should not sit down and say, "I'm going to 

give myself 50 minutes to write a blog post". But in that same time block have to think of what 

your blog post is going to be about. You should separately think of what your blog post is going 

to be about and then when you sit down for that focus block that we are talking about, it's just a 

matter of getting it done; just throwing the words out on the screen.  

 

So one way that you can do this is that every single night, you set out your tasks and what you're 

going to get done for the following day. But the other thing is that when you put that task down, 

you actually look at and go, "Do I know exactly what I'm going to do and how am I going to do 

it?" If you don't, then you need to do whatever research or decision making that you need to get 

done at that time separately from actually execution. You don't want to be having a lot of 

decisions while you are wearing the hat of the worker. You want to make those decisions 

separately so that when you sit down to get things done during your work time, it's just "wham, 

bam, thank you ma'am", no big deal, okay?  

 

So, separating planning from your execution is a really powerful idea. For me, personally, I try to 

create my task list and make those decisions at night. Sometimes, I don't always get it done. So 

what I'll do is that - what the first thing that I do when I sit down on my desk in the morning is 

do that.  
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I will come up with my task list, I will lay out my focus blocks for the day and then once I've done 

those decision makings and the laying the time out, then I put on my worker hat and I just get 

busy. But at that point, I'm not making decisions while I'm going. I just already know what I'm 

going to do and it's just a matter of getting it done.  

 

4. This one's seems pretty common sense but here's the thing... if you want to get more done in 

less time, just do things faster!  

 

I think we spend so much time psyching ourselves out and trying to like, come out with all these 

little hats that sometimes we forget that the way to get more done in less time is just to get 

stuff done faster. How do you do that? Well, one thing is to stop over thinking everything.  

 

Another way would be that you set the timer up like we talked about, on your desktop and you 

turn it in to a game for yourself to see how much you can get done in that amount of time. You 

focus on minimum viable product and just get done what needs to get done and don't put in a 

bunch of extras. But whatever you need to do, just get things done faster! You know it really 

does work really well.  

 

Another thing that you could do; and this would be something that you do with your executive 

time, would be to lay out a checklist or lay out a system that you can easily follow. So for 

example, if you are going to go on and you're going to write a blog post during one of your focus 

blocks, then you have the entire process laid out. You go like, "Okay, I already know what I'm 

going to write about, okay... here's the checklist... GO!" You write it real quick, you create a 

feature graphic, you go blah-blah-blah on your WordPress interface and you hit "publish", or 

whatever. I mean, do whatever you can do to turn it to an assembly line. Get it done. But, do 

things faster. Just make it a game. Make it fun for yourself.  

 

Personally, I find it kind of fun to see how much I can get done in a small amount of time and I 

rock with it. So do things faster. Don't be a wuss.   

 

5. And that leads me to my last point on the five things to get more done in less time. And this 

one's going to be a ruthless son of a b-i-t-c-h :-) (Lols) Be a ruthless SOB.  

 

And what do I mean by that? Do I mean that you need to be mean? No! It just means that you 

mean to be... you need to be a little selfish here with how you focus your time. When it comes 

to - for example... I talked about in the second point here how turning off your phone and stuff. 

Well, a lot of people won't do that because, "Man, I don't like to make this person mad" or 

whatever. Don't worry about it. Just turn the darn phone off and get some work done. You got 

to sometimes realize that your time is the one thing that you can never get back. You can never 

reverse the clock.  
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So if you look at it with that level of importance, it allows you to write. And it is a right of yours; 

you just have to exercise it. To be a little bit ruthless about how your time is spent;to have the 

power of saying "no" to people. And don't feel bad about it. When I say be a ruthless SOB, I'm 

not saying you got to be mean to anybody, I'm not saying you need to be disrespectful; nothing 

like that. It just means that you need to realize that you have the right of where your time is 

spent and how it is spent. And you need to exercise it and stop letting other people make those 

dictates for you.  

 

And it works the same way if you got a day job. You have a day job; you're tasked for certain 

things. You have people stepping into your office randomly and just wanted to shoot the crap 

with you... tell them to go away or just close your door and lock it! Again, you have the right.  

 

If you have family who is coming in or your kids are coming in, and just bothering you on their 

determination; just again, be a ruthless SOB. It doesn't mean that you're going to yell at your 

kids. It just means, "Hey, listen, family... this is my work time, I'm not going to go under my door, 

I'm going to close it. I will come out after an hour and I will deal with anything that you've got to 

come up... Because this is my right to exercise my time the way I need to do to be useful". And 

just do it.  

 

Be the leader, be the boss. You are on the driver seat of the way your time is spent and you just 

need to realize it and do something about it. And I summarize that under the umbrella of "be a 

ruthless SOB"  

 

Okay, those are the five, let me quickly review them.  

 

1. Break down your available time into focus blocks and actually use a timer and just go "balls to 

the wall" on those focus blocks. Get as much done as you can before that timer hits zero.  

2. Realize that your email can wait. Turn off all the distractions. Turn off your email, your social 

media... turn it all off. If you can't turn that stuff off for 50 minutes for a focus block, your day is 

designed wrong. Do something about it.  

3. Separate planning from execution.  

4. Simply do things faster. Just get things done faster. Make it a bit of a game with yourself. It's 

kind of fun, actually.  

5. Be a ruthless son of a bitch. Realize that you are on the driver's seat of the way your time is 

spent and don't allow other people to dictate your time. Going back to the idea of the phone; 

why do you feel the need to keep your phone on and allow the world to randomly; on their 

determination - to interrupt you? Why would you do that? Why do you feel that you owe the 

world, that? You don't. Turn your ringer off. It won't hurt anything. They can leave a voicemail. 

You can return the call during your flex time. Do it.  

 

Okay?  
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If you do those 5 things, then obviously, then we can come up with more hats. And there are tons of 

them out there. And you do those 5 things; you're going to get a lot more done. A lot of it comes down 

to attitude. Quite frankly, being a ruthless SOB  

 

=========== 

 

Alright, I hope that was useful to you. It looks like I'm about to fit this in to my focus block. And as I'm 

talking right now, I've got one minute and sixteen seconds left on my timer. Go, me!  

 

Anyway, once again, the daily template download that I just talked about on the first point, you will find 

that on the show notes at blogmarketingacademy.com/episode26. I'll show it to you, you can model one 

that works for you after mine; and get more things done. I personally find that works for me.  

 

Once again, thank you for listening to this episode of The Blog Program. I hope you're finding them 

useful. If so, I would highly appreciate it if you jump over into iTunes of wherever you listen to this 

podcast and let me know what you think. Post a review and/or a star rating. Let me know what you 

think. I would love it, I would really appreciate it. I love getting the feedback from people.  

 

And once again I will see you next week with episode number 27.  
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