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Purpose and Learning Objectives

Purpose: to give you a blueprint for increasing productivity
and improving your time management. In this session, you
will learn how to:

* Apply the Pareto Principle (80/20 Rule) within your projects
and your personal routines

« Create a specific approach to your day that will ensure that
you focus on high-leverage tasks, increasing your
productivity dramatically

* Improve your overall time management efforts
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“Efficiency is doing things right; effectiveness
IS doing the right things.”

— Peter Drucker

— Efficiency versus Effectiveness




Introduction — Anthony Fasano, PE

= B.S. & M.S. in Civil Engineering
» Licensed Professional Engineer

* Found success at a reputable firm at a
very young age

» Attended IPEC - the top ranked
executive coaching school in the world

= Wrote the best-selling book
Engineer Your Own Success and
started providing career coaching and
speaking services to engineers
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Poll Question:

What is your knowledge of Pareto
Principle also know as the 80/20 Rule?

a) I've heard of it but I'm not familiar with it.
b) I'm pretty familiar with it.

c) | am familiar with and have used it before in my
productivity measures.

d) I've never heard of it.



Three Rules to Maximizing Productivity

To achieve a focused, productive, and low-stress
career and life overall, follow these three rules.

Stay
Organized




Rule #1

Stay
Organized
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Physically Organized = Mentally Organized
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ThE R\I[E 0F 80/20

1.1 Deploy a
minimalist mindset
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FOCUS HERE!
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80% of the funding of your projects comes
from 20% of the sources
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1.2 Organize your note-tak

|



Anthony Fasano, PE, F. ASCE - st ooe

Consultant on Engineering Firm Growth, TEDx Speaker, Trainer & Executiv...

3w-. ®

HOW DO YOU TAKE NOTES THROUGHOUT YOUR DAY? | am always fascinated
as to how people record their thoughts/notes throughout the day. | still use an
old-school notebook, what do you use? Please select the option below that best
describes it and leave comments on your process if you are open to sharing.
Thanks. #productivity #notebook #workflows

How do you take notes throughout the day?

The author can see how you vote. Learn more

Mostly on paper in a notepad 43%
Mostly digitally 24%
50/50 split btwn written/typed 29%
Other (put in comments) 3%

295 votes - Poll closed



1.3 Manage your contacts effectively

Contact Insert Format Text Review Help U Tell me what you want to do
L’_i)' x H Save & New - [. ] % Details 3 [ (»a /2] 2% o L R i Categorize =
= p— . Sromion 4 L = (=0 )Y
x &) Forward ~ R Centificates &7 tay ve o ™ Follow Up ~
Save & Delete Genenal Email Meeting More Address Check  Business Picture g
Close OneNote £ Al Fields - Book Names Card - Private
Actions Show Communicate Names Options Tags Zoom ~
Full Name Laura Spencer 3 Laura Spencer
Envato TutsPius
Company Envato TutsPlus Freelance Writer
Job title Freelance Wiiter
File a3 Spencer, Laura - hitps://dusiness.tutsplus.com/
nternet
[ emant ~
Notes
Display as Laura Spencer |
Web page address hite: Lbupness liphul COm Laura writes tutorials for Envato Tuts+, which is an
0 ooV esE excellent resource for business professionals and
Shotia nusber anyone who wants to up their business and software
? skills,
Business -
Home v
Business Fax... v
Mobile v

Addresses
Business -

(] ™is is the malling

address

“Relationships are your lifeline!”



1.4 Organize your appointments

»*  Anthony Fasano to call Bob Smith m

Sep 28,2018 12:30pm to 1:30pm  Sep 28,2018 TIME ZOMNE

[[] Allday Does not repeat ~

EVENT DETAILS FIND A TIME GUESTS

0

Add location jadd guests

E Add conferencing ~ afasano@engineeringmanagemen...

Crganizer

»

Motification = minutes ~ 4
= Anthony Fasano *

ADD NOTIFICATION * Calendar cannot be shown (%)

m afasano@engineeringmanagementinstitute.org . ». a
uests can:

s Busy =~  Defaultvisibility ~ (@ [ Modify event
Invite others
U] B I U | iE = & ¥ See guest list

Anthony call 555-555-5555



1.5 Utilize Project Management Tools

Q3 project overview

Refine objectives o= Sep 19

Due dat Brionty
- === Sep 35 =

SIOUrCes i L
baliog T el T — ) (SRR — —
P
GrGia v ' mO GYCGm =3 — i
> Due date Padmy & — B

Conduct 0 risk assessment GE====u

| Oct 12 F
- ' —
e
| Manitor budget a m @ oct 19 - -
5 n
Dewelop comenumication plan Oct 22

Mission to the Moon q [ Tl
& v o) woway (D

Organize anti-gravity training session
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1.6 Organize your home base: your desk




1.7 Optimize your email using labels or folders

= M Gmail )

}- Compose =i B O 8 ¢ @ @ D
i Label as 5
Search... Q, -
Bl inbox
@ Snoozed
e i [[] Awesome Project
0 ovahs [] Billing L/
B  Awez wormie Progect
[] Follow-ups
Hi ling .
& =
i 0t [] Inspire Co.
Leads D Leads
Mine (all) [[] Team Project
b info@Eocme.com
b sales@acme com "ﬂr ﬂ.dd star
¢ All shared conversa tions
» B8 Boards Create new

Manage labels



Summary: Rule #1- Stay Organized

:
2
3.
4
5
6
/

. Deploy a minimalist mindset (80/20 Rule)
. Organize note-taking

Manage your contacts effectively

. Organize your appointments

. Utilize project management tools

. Organize your home base: your desk

. Optimize your email using labels or folders



Rule #2

Remain
Focused
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2.1 Create consistency through routines |
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TomatoTimer

Pomodoro Short Break Long Break

25:00

https://tomato-timer.com/




Poll Question:

Time management gurus agree: Planning
ahead is the key to a productive day. For every
10 minutes you spend on planning, you'll save
how much time in execution?

a) 20 minutes
b) 30 minutes
c) 45 minutes
d) 1 hour






IMPORTANT

NOT IMPORTANT

Eisenhower Box

URGENT NOT URGENT

DECIDE

DELETE

Should you do it?



HIGH EFFORT

LOW EFFORT

80/20 Chart

LOW IMPACT

HIGH EFFORT
LOW IMPACT

LOW EFFORT
LOW IMPACT

HIGH IMPACT
MITs

HIGH EFFORT
HIGH IMPACT

Effort vs Impact



2.3 Prioritize MIT Completion
I/

Delegate when possible...
\



24 Don't let emall
Hiqtate your schedule

) 7 Reimagining

s \ ,\\ ()rld Work inthe Age
\\ ".h()ll[ of Overload
[xmail

Cal Newport
Nathor of Dgtud M Wam




2.5 Meditation/Deep Breathing

Learn mindfulness

meditation with Sam Harris

wil ¥

41 AM

WAKING UP  £5)




2.6 Put
yourself In
a position
to focus







Summary: Rule # 2- Remain Focused

N o o &~ o P

. Create consistency through routines

Establish your daily MITs

Prioritize MIT completion

Don't let email dictate your schedule
Meditation/Deep Breathing

Put yourself in a position to focus

Create urgency through deadlines



Reduce
Stress




“‘Worrying is like a rocking
chair. it gives you something to
do, but gets you nowhere.”

- Glen Turner



3.1 Simplification through elimination

return
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3.2 Create a functional to-do list

Offline

——
To do list:
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Hom=

O Home

My Tasks
Inbox

Portfolios

Recruiting weekly meeting
Weekly meeting

Editorial Calendar
Website Design Requests
Website Launch 2.0

Rebranding video

Tasks I've Created

Tasks I've Assigned to Others
Recently Completed Tasks
Custom Field Order

Marketing & Recruiting Collab...

« Marketing

SOORAHMNAG

F:ustomer event

Marketing campaign

Corfr\par?y goal‘sj and r'ni!estones
Product. launches

Am.wal conferfelnce .p!an
Ma‘rketif\g goallls

Ediforial Cam;‘aéign.

Website Iauncll\‘

.Annual conference plan

Homegood design requests




MY TASKS MY INBOX e Moonrock Co e
“ Mission to the Moon - O aen

List Conversations Calendar Progress Files

2
| Add Task View: Incomplete Tasks v Q Alex Y. @ Wednesday o OIS

Recruit team of astronauts el sitision to the Moon

Purchase supplies & spacecraft . . . o e .
EREERSS :b ~ Organize anti-gravity training session

i ———— R O 3 sessions per astronaut

Organize anti-gravity training session ‘ Last session should be 1 week before launch

Notify press of launch day & time Tuesday e

Plan viral video to film in space

Schedule training sessions

Run safety check of spacecraft Thursday ‘
Land on moon & celebrate 2 Skylar J. created task. Yesterday
Skylar J.
Is the simulation room available next Monday? The treadmill
will be installed that day.
Ryan O.

It's available. The trampoline is already there. Boing!

LY 1} . ot T



MYTASKS  INBOX  DASHBOARD ° Search

Today | Apr2 - Apr 29, 2017 ~

MON TUE
| —
2 Apr3 4
Brainstorm conference
‘ Finalize event designs
Send first round of emalis
9 10 "
% W
Review

< Customer spotiight biog

- Fnakze lunch menu

Send Invitations

Finslize design goals
< Review new websie .

25

Emall follow-up for attendees )

Send reminder emall Finalize presentations

Check RSVPs

¢ Pick up printed conferonce
materiols

- Marketing -

Conversations  Calendar

WED

5 6
Finalize design

Crests attandes st < Review new website design sa
O

A Favicon renders propedy (]

[a]12 13

a Provide design feedback Review top 3 designs

< Review now website design sa

Review top 3 designs
< Review new waebsite design sa...

Order givoaways

Event landing pege goes live

Web copy reviewed

20
a Finalize blog
< Customer spotlight biog

Finalize oll presentations

Host pre-event networking
session

! Set up booths at venue

Soclal sharl
January

g scheduled for

Social sharing scheduled for

Help « Apollo Enterprise..

000

a

Public to Organization

Refresh

FRI

7

+ Bulld registration page
«»

“

Designs for

wvent inalized 0
SEO keyword optimizstions. (]

°

( >} Customer spotlight blog

Tast AV

Caterer arrival

Bartender arrival

Guests begin arriving
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1.Meditate
2.Read (Fiction)

SLEEP | - 3.Exercise
SMARTER -\
L = »

21 Proven Tips

To Sleep Your Way

To
v A Better Body
v’ Better Health

v Bigger Success

SHAWN STEVENSON

pY 3.3 Keep your mind and body in shape



at and sleep we
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3.5 Make the most of waliting/idle times

LOW IMPACT HIGH IMPACT

i/ 4

=
mk¥d HIGH EFFORT HIGH EFFORT |y
B LOWIMPACT HIGH IMPACT

LOW EFFORT
LOW IMPACT

LOW
EFFORT




3.6 Schedule your relaxation time

CONTACT

“K’cn, get up. There's word that we've repeated."
*What?”
“The Message has cycled back. Or at least that's what

Willi says. 'm on mYy way there. Why don’t you wait an-
d you were in your room

other ten minutes so we can preten

in BSQ?”

_ She was almost at the door before he shouted after her,
How can we recycle? We haven't gotten the primer yet.”
Racing across the screens was 2 paired sequence of zeros

and ones, a real-time comparison of the data just he*

ceived and the data from an early page of tex*

Argus a year before. The program would b

any differences. So far, there Were none. It 1,

that they had not mistranscribed, tha oAy

parent transmission errors, and that if some small dense in-

terstellar cloud between Vega and the Earth was able to eat

the occasional zero or one, this was an infrequent occur-

rence. Argus was by now in real-time communication with

dozens of other telescopes that Were part of the World

Message Consortium, and the news of recycling was passed

on to the next observing stations westward, 10 C alifornia,

Hawaii, the Marshal Nedelin noW 10 the South Pacific, and

to Sydney. Had the discovery been made when Vega was
Al e petwork, AIgus







Summary: Rule # 3- Reduce Stress

1. Simplifications through elimination
. Create a functional to-do list

. Keep your mind and body in shape
. Eat and sleep well

. Make the most of waiting/idle times

. Schedule your relaxation time

N OO O A~ W D

. Learn to say no



THAT DETERMINE
ALL OF LIFE
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Is balance possible?




Three Rules to Maximizing Productivity

Balance |S possible!

Stay
Organized




Books on Productivity:

« Living the 80/20 Way (Richard Koch)

« The 80/20 Principle (Richard Koch)

« The Power of Less (Leo Babauta)

« Getting Things Done (David Allen)

« Sleep Smarter (Shawn Stevenson)

« The 5 Laws That Determine All of Life's

Qutcomes (Brett Harward)

« Deep Work (Cal Newport)

RICHARD KOCH

80/20

Getting Things Done
the art of stress-free
P-:}wer of productWIty |
The & Fasgneial
Prosdusciisiry

Prancples That
Will Change
Your Lifc

SMARTER

SHAWN STEVENSON

THAT DETERMINE
ALL OF LIFE’S



https://amzn.to/2IOlcFh
https://amzn.to/2IOlcFh
https://amzn.to/2A2EaoS
https://amzn.to/2Pp6qqT
https://amzn.to/2QHC82Z
https://amzn.to/2EaVLPB
https://amzn.to/2EaVLPB
https://amzn.to/2YBFDvr
https://amzn.to/2YBFDvr

= Efficiency versus Effectiveness
= Three Rules to Productivity

= Stay Organized

= Remain Focused

= Reduce Stress

= Work —-Life Balance



QUESTIONS / DISCUSSION

Time Management and Maximizing
Productivity for AEC Professionals

Presented for:
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