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Success is what every person wants, and
people take different approaches to obtain it. It could be wealth, power, or
happiness but regardless of the kind of success you are after, there are things
that you must do to ensure you are productive and not just hardworking. 


This short straight-to-the-point book
focuses on some of the most important productivity tips that the most
successful people use in their daily lives. It also gives a few techniques on
each tip that you can use to improve your productivity at work.
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Success starts when it is conceived in our
minds, but it is actualized when we take actions. 


One way that successful people ensure they
are productive in their work is by setting goals. A career goal acts as a guide
to achieving success. It restricts them from losing focus while at the same
time serves as a reminder of the tasks ahead of them. 


Each and every person should have goals
that define their lives, businesses or career paths. You can simply draft one
or get it done by the help of an expert but either way, the goals should be
specific, measurable, attainable, time bound and realistic. Also, you can
modify the goals if they don’t give you results according to your expectations.


If you want more actionable information about
goal setting, you can check my #1 bestseller book “The Art Of Goal Setting For Beginners.”
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Have you ever wondered how successful
people operate yet they are ever busy? 


Probably you think that they wake up, start
from nowhere but somehow get the day moving. That is not the case; productive
people work on a detailed plan. They have a timeline of activities with set
goals that guide them through today, the next day, the coming week, month, year
and many years to come. They have backup plans for flexibility purposes, and
they try as much as possible to adhere to the plans. 


The same should apply to you. You don’t
have to get a professional work plan because you can simply draft one that
blends with your life routine. 


Make sure you set specific, measurable,
attainable, realistic and time-bound goals for you to achieve the benefits of
the plan. Then keep the plan at your fingertips. Go through your next day
activities just before you go to sleep so that you organize and set your mind
for the next day’s activities. 


Remember not to force yourself to it and if
the plan fails, feel free to make changes until it works. However, if you keep
trying but you don’t get good results, it will be wise for you to get
professional help.
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Time is an influential factor that
determines how far you go in life. Regardless of how you define success, the
way you spend your time determines your success. 


Successful people spend their time doing
constructive work, indulging in productive activities and interacting with
people who inspire them. They know when and how long to break from work. 


So what do you do with your time? Can you
say you have spent three- quarter of your time doing constructive work? 


A time plan is important for people who
find it hard to organize their day. You can combine it with the work plan or
draft separately depending on your preference.
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Highly successful people are very alert
about the small things that happen around them. They are keen to avoid making
mistakes by paying attention to each and every little thing that they do. 


Most people have the tendency to overlook
small things in their workplace, but eventually it grows to be a big issue that
cannot be resolved easily. 


To avoid such, try keeping a record of such
issues and create time to deal with them comprehensively.
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Networking is very important in any field. 


All those who are successful know the
benefits of connecting with parties of similar interests, collaborating and
establishing partnerships. They get new opportunities financial and marketing
support by doing so. 


To be productive, you have to create significant
social and professional links. You have to know people, partner with those who
have similar goals and interests as a marketing strategy. 


Start by identifying those people within
your circle who are interested in development, then move on to create more
links with other people by making use of the internet.
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We are currently living in a very
competitive world. Everyone is striving to succeed, and that is why there are
innovations every day. 


For instance, in the business world, so
many people are entrepreneurs and each one of them would love their products
and services to be recognized, and probably stay relevant to the market for a
long time. Nonetheless, that is not the case, there is stiff competition, and
better things are released to the market on a daily basis. 


Competition does not shake productive
people. They know they are competing with themselves and they have a positive
attitude towards challenging situations. 


Productive people take criticism positively
and ignore the voice of discouragement. You should stay positive despite the
many challenges you might be facing. 


Success is rare, and it only happens to
those who surpass all odds. It will be easier for you to nurture your mind to
believing that you can accomplish anything that you want. Get a notepad and
write positive words on a daily basis. 


Have sticky notes with positive words in
places that you regularly visit so that the message sinks in.
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Productive people are successful because
they believe that they are the key determinants of success. They believe that
they have the intellectual ability, resources and required skills to succeed in
their careers and social lives.


Productive people do not focus on their
weaknesses rather; they focus on their strengths to be successful. If not, most
leaders with good leadership skills and personality would never have realized
their potential if they did not believe in themselves.


For you to become successful, you have to
get out of your comfort zone, believe that you have what it takes to reach your
goals. 


To boost your confidence, do a lot of
research. Do not ever stop learning. Most importantly, desist from deeply
internalizing negative comments that people make about you unless it is someone
who you look up to for advice. Otherwise, you will have less confidence and
eventually be unproductive.


You can check “5 Key Life Secrets Every Smart Entrepreneur Should Learn from
'Unbroken' Louis Zamperini” for more insights.
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Working hard is not a surety that you will
be successful. You can confirm this with the successful people around you. Most
of them do not work from Monday to Monday on a 24-hour basis. 


Productive people give attention to a
specific issue. They focus on one job at a time to give it time grow. They lay
a strong foundation for a specific issue then when sure it is self-sustaining,
they move to the next project. 


Working on multiple projects is fully
exhausting and complex. You will have to divide your resources, your efforts
and, unfortunately, lose them all at the end of the day. 


For you to be productive, learn to identify
the areas of your interests, give yourself time to familiarize with it, then
invest your time and resources in it. 
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Successful people are productive because
they know the importance of embracing change and making necessary modification
in their plans. 


They can adapt to the rapidly changing
environment while at the same time keep up with the current trends. This is a
key aspect especially for those people who are in the business world. 


Have an alternative plan for everything
that you do to avoid disappointments. Also, be creative with your ideas to
ensure the authenticity of your work.
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It is very strenuous and unproductive for
anyone to work each single day without having a break. 


Productive people include breaks in their
schedule. No matter the intensity of their works, they find time to relax and
cool off. 


Remember, some activities are very
involving, and they can drain you both mentally and physically resulting to
poor quality work. 


Take the breaks once in awhile to
re-evaluate your work performance. That is the best time to determine whether
you are making any progress towards achieving your goals. 


You need to know that you need enough rest
so that you can have enough time to rejuvenate your body. 


While at work, take regular breaks in
between tasks for better results. 


A research conducted by Lloyd TSB Insurance
Group indicate that the attention span of an average person is currently 5
minutes. So you can be sure you will be doing nothing by working two hours
without pausing to get some fresh air.
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Successful leaders, artists, and business
people are normally passionate about their jobs. They are driven by the desire
to serve others rather than the need for money or power. 


That is why they remain unshakable during
tough times. Most of them are making good use of their talents to succeed in
life. Instead of straining yourself with a career that seem to be giving you a
headache, why don’t you try to do something that you enjoy? 


Check out “How To Start A Business In 10 Easy Steps”
for ideas of how you can use your talent to start a successful business.
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The moment you allow anxiety, conflict or
stress to take charge of yourself, you will be creating room for frustrations
and eventually giving up on your success and dreams. 


To be productive, you have to learn how to
regulating your emotions, be it when you are dealing with your employees or
your target group. This will help you establish a positive relationship with
the people within your circle, therefore, contributing to your general success.



If you are the kind of person who finds it
hard to take things easy, then you can practice emotion self-regulation
techniques that include taking deep breaths at intervals or simply strolling in
your neighborhood. 


Personally, I use techniques from “The Power Of Now” to stay calm and deal
with stress. 
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Picture this: for the president to lead a
nation successfully, they have to be dedicated to their work. They take every
little detail of their work with the seriousness that they deserve. 


The same applies to people who are
interested in building their businesses and careers. 


So how do you commit yourself? 


First, you have to love what you do.
Secondly, keep time, take your work seriously and be consistent in delivering
quality work. Thirdly, try to make it a habit of doing impressive work.
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A lot of successful people confess that
they would not be productive if they fully depended on themselves. Up to now,
they have the support of their friends, families and most of them have
professional mentors. 


Having someone who can advise you on
various ways of improving your productivity at work is a sustainable ensuring
success. However, you need only to get advice after critically thinking about
the issue and finding it necessary to seek help. 


Your partner, coworker or friend can help
you with general advice on how to establish a great relationship with the
people who influence your success while a professional mentor will give you
advice and effective strategies that you can use to make your career
successful.
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Procrastination is any easy thing to do yet
very costly. A lot of people have all that it takes to succeed, but they do not
succeed because they keep postponing the appointment, tasks and solving of
critical issues. 


Productive people deal with their tasks as
per their work schedule to avoid pile up of activities.


The best way for you to do it is to change
your mindset. Believe that there are no simple or hard tasks then divide your
tasks into subtasks and assign each one of them reasonable time for accomplishment.



It is best to start with the tasks that you
consider complex while you start your day because you will be more alert. Try
as much as possible to stick to your plan and make it a habit in your daily
activities.
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Thank you for choosing my book! I know that
you already have met thousands of books about habits of highly successful
people, but you have given the chance exactly to my own. Thank you for the
opportunity!


And before you will close this book, I have
only one small request.


When you will turn over the page, you will
get the opportunity to share your thoughts about the book with your friends on
Facebook or Twitter.


If you think that this book is worth to
talk about it, would you let to know about it to your friends?


If it helps someone of them to become more
confident and highly successful, they will be very grateful to you for
that.


Sincerely,


Donald
Allen.
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