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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



“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



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) I am familiar with and have used it before in my 

productivity measures.

d) I’ve never heard of it.



Stay 
Organized

Remain 
Focused

Reduce 
Stress

To achieve a focused, productive, and low-stress 

career and life overall, follow these three rules.

Three Rules to Maximizing Productivity



Remain 
Focused

Reduce 
Stress

Stay 
Organized

Rule #1



Physically Organized = Mentally Organized



1.1 Deploy a 
minimalist mindset 



EFFORTSRESULTS



80% of the funding of your projects comes 
from 20% of the sources





1.2 Organize your note-taking efforts





1.3 Manage your contacts effectively

“Relationships are your lifeline!” 



1.4 Organize your appointments



1.5 Utilize Project Management Tools



1.6 Organize your home base: your desk



1.7 Optimize your email using labels or folders



Summary: Rule #1- Stay Organized 

1. Deploy a minimalist mindset (80/20 Rule)

2. Organize note-taking 

3. Manage your contacts effectively

4. Organize your appointments 

5. Utilize project management tools 

6. Organize your home base: your desk 

7. Optimize your email using labels or folders



Remain 
Focused

Reduce 
Stress

Stay 
Organized

Rule #2



2.1 Create consistency through routines 



Pomodoro Technique



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



2.2 Establish your 
daily MITs



Eisenhower Box
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80/20 Chart
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2.3 Prioritize MIT Completion

Delegate when possible…



2.4 Don’t let email 
dictate your schedule



2.5 Meditation/Deep Breathing



2.6 Put 
yourself in 
a position 
to focus

X



2.7 Create urgency through deadlines



Summary: Rule # 2- Remain Focused

1. Create consistency through routines

2. Establish your daily MITs

3. Prioritize MIT completion 

4. Don’t let email dictate your schedule

5. Meditation/Deep Breathing

6. Put yourself in a position to focus

7. Create urgency through deadlines  



Stay 
Organized

Rule #3

Remain 
Focused

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



3.2 Create a functional to-do list

OfflineOnline









3.3 Keep your mind and body in shape

1.Meditate
2.Read (Fiction)

3.Exercise



3.4 Eat and sleep well



3.5 Make the most of waiting/idle times



3.6 Schedule your relaxation time



3.7 Learn to say “No”



Summary: Rule # 3- Reduce Stress

1. Simplifications through elimination

2. Create a functional to-do list 

3. Keep your mind and body in shape 

4. Eat and sleep well 

5. Make the most of waiting/idle times

6. Schedule your relaxation time 

7. Learn to say no 



Is balance possible?



Stay 
Organized

Remain 
Focused

Reduce 
Stress

Three Rules to Maximizing Productivity

Balance IS possible!



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 

Outcomes (Brett Harward)

• Deep Work (Cal Newport)

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


Summary

▪ Efficiency versus Effectiveness

▪ Three Rules to Productivity

▪ Stay Organized 

▪ Remain Focused

▪ Reduce Stress

▪ Work –Life Balance



Time Management and Maximizing 

Productivity for AEC Professionals

QUESTIONS / DISCUSSION

Presented for:
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