
PRODUCTIVITY

1. SET CLEAR PRIORITIES
Clear priorities will mean you’re more likely to use your time more effectively and avoid
overwhelm. Identify "must" versus "should," and evaluate how it fits into your goals.

2. START WORKING
Starting a task can be the most difficult part. However, starting a task will make it easier
to finish.  According to the ZEIGARNIK EFFECT, your brain sends reminder signals when
you start a task until you finish it.

3. REMOVE DISTRACTIONS
Set yourself up for success and avoid procrastination by turning off your phone, social
media, emails and anything else that may derail your focus. Distractions will only
interrupt you IF you allow them to.

4. AVOID MULTI-TASKING
The human brain is not built to multi-task. When you are "multi-tasking" your brain is
rapidly switching between tasks, which slows your productive output. A more effective
strategy is to focus on one task for a set amount of time and take short breaks to
recharge.

There are a number of mindfulness practices you can use to improve time 
management and productivity.

KEY LEARNING
“The key is not to prioritize what's on your schedule, but to schedule your 
priorities.”  - Stephen Covey 

ACTION POINTS

https://en.wikipedia.org/wiki/Zeigarnik_effect


CONFIDENCE

1. DON'T TRY TO BE PERFECT
Trying to be perfect will set you up for failure. Fear of making a mistake. Fear of 
disappointing others. Fear of failure. In order to grow and build confidence, you have to 
be willing to take risks and learn from failure.

2. ADOPT A GROWTH MINDSET
People with a growth mindset believe that their most basic abilities can be developed 
through dedication and hard work—brains and talent are just the starting point. 
Confidence is a skill that you can develop.

3. CHALLENGE THE INNER CRITIC
Challenge yourself to become aware of any self-critical thoughts. Rather than dwell on 
them, find the lesson and start learning.

4. CELEBRATE YOUR STRENGTHS
What if you started to make a habit of recognizing your talents and strengths instead of 
your shortcomings? How would this change the way you felt about yourself?

5. STAND TALL
Your physicality and body language don't merely reflect your emotions, they are often 
the cause. Standing tall, straightening your shoulders and improving your posture can 
greatly affect your sense of confidence. 

Confidence is a belief and feeling that you cultivate through mindfulness tools, 
techniques, and rituals. 

KEY LEARNING

"Confidence is a habit that can be developed by acting as if you already had the 
confidence you desire to have." - Brian Tracy 

ACTION POINTS



CREATIVITY

1. GET INSPIRED
The simplest way to get inspired is to change your environment. Go for a walk, visit an art 
gallery or read a magazine. 

2. BE CURIOUS
When you look out into the world with an inquisitive mind, you'll see that creative 
inspiration and ideas can come from anywhere.  Ask questions and look for ways you 
can expose yourself to new people, places and experiences.

3. DE-STRESS
Stress is the enemy of creativity. Whenever we're stressed, the brain reallocates 
resources to primitive areas, prioritizing primal emotions over abstract thinking and 
motor control over creativity. Overcome stress by taking deep breaths or practicing yoga 
or meditation whenever you feel creatively blocked.

4. KEEP A CREATIVE JOURNAL
Studies show that journaling about what you are grateful for lowers anxiety, stress, and 
induces better sleep, thus contributing to a more open, free and creative mind. By 
keeping a notebook around, you will also be able to capture your creative ideas and 
inspirations at any time of the day. 

Creativity is about seeing things from a different perspective or viewpoint. There are 
many ways in which you can tap into the creative side of your brain through the 
practice of mindfulness.

KEY LEARNING
 “You can't use up creativity. The more you use, the more you have.” ― Maya Angelou 

ACTION POINTS



LEADERSHIP

1. THINK OF OTHERS
Strong leaders are always conscious of how their decisions impact others. Consider how 
you can better serve those who follow you and the way in which you can improve the 
lives of everyone you deal with.

2. FOCUS ON EMPOWERMENT
Every person has a deep human need for self-respect, a sense of being important, 
valued and worthwhile.  As a leader, you have the capacity and responsibility to 
empower others. Find out what drives the people you lead and work to build their 
confidence and skills in these areas.

3. KNOW YOUR VALUES
The ability to make decisions is one of the key attributes of great leaders.
Good decision-making is guided by a deep understanding of one’s core values and a 
vision for the future. From this place, a leader is able to see how every small decision 
may impact the bigger overall objectives.

4. BE SELF AWARE
Understanding your own strengths and weaknesses is key to being a great leader. 
Through the practice of self-reflection and mindfulness, you can develop higher levels of 
self-awareness and act with greater intention. 

Regardless of who you are or your position at work, the ability to develop strong 
leadership skills is within your reach. Being perceptively in tune with yourself and 
your emotions is a powerful tool for leading others.

KEY LEARNING
 “Leaders think and talk about the solutions. Followers think and talk about the 
problems.” - Brian Tracy 

ACTION POINTS



TIME MANAGEMENT 

1. WAKE UP EARLY
Did you know that If you wake up one hour earlier each day, then you instantaneously 
create 30 more days in your year (based on a 12 hour day)? That's an extra month of life 
each year! Can you imagine how much you could do with an extra 30 days?

2. GET CLEAR ON YOUR PRIORITIES
We have a tendency to make ourselves busy in life, but very seldom do we take a 
moment to reflect on the things we are doing and whether they are serving us well. 
Once we know our priorities and are able to identify the most important tasks, then we 
can prioritize effectively.

3. STOP
Use the STOP method to become more conscious of how you are using your time:

S is for Stop
T is for Take a Moment
O is for Observe
P is for Proceed

4. GET ORGANIZED
When it comes to organizing your life, stick to simple systems and strategies that are not 
complicated to implement.  In fact - the simpler, the better as complicated programs and 
schedules will make you less likely to follow through. 

Time is one thing we could all use more of. Yet, so many of us fail at managing our 
time effectively. By becoming more conscious of the way we use our time, we can 
make the most of our time each day. 

KEY LEARNING
 “You can’t make up for lost time. You can only do better in the future.”   – Ashley 
Ormon 

ACTION POINTS



CONFLICT RESOLUTION 

1. RESPOND VS. REACT
Reactions are reflex actions, based on instincts, our fear and insecurities. Responding, 
on the other hand, involves taking the situation in, and deciding the best course of 
action based on values such as reason, compassion and cooperation. When you feel 
like you are about to react to a situation, pause and ask yourself, “is this response going 
to serve me or the situation well?

2. CONSIDER THE OTHER POINT OF VIEW
Remember that the other person is coming into the situation with a different 
background, upbringing, and set of experiences. When someone is confrontational or 
passive aggressive consider the underlying reasons that may be triggering their 
reaction.

3. LET GO OF JUDGEMENT
Can you think of a moment when you judged someone and it turned out to be 
completely misplaced? For us to work and live in harmony with the people around us 
then we must not judge ourselves and others. This keeps both parties out of the heat of 
emotions and able to explore the needs, wants, and interests on both sides. 

Conflict rarely resolves itself. In fact, conflict will escalate if not dealt with 
proactively. Mindfulness can teach us to listen to the perspective of another person 
with an open mind and without judgement.

KEY LEARNING
 “The primary cause of unhappiness is never the situation but your thoughts about it.” 
- Eckhart Tolle

ACTION POINTS



COMMUNICATION

1. LEARN TO LISTEN
Follow these steps to become a mindful and effective listener:
Be Present - Take a minute or two to clear your mind before you meet with someone. 
Cultivate Compassion & Empathy - When you're empathic and compassionate, you 
can understand a situation from someone else's point of view. You can tune in to how 
they feel.
Observe - Your own thoughts, feelings and physical reactions before responding.

2. BE AWARE OF BODY LANGUAGE
Communication is not what we say, most of the way we communicate is through 
nonverbal cues including, body language, eye contact, and posture. Being conscious of 
our own body language and the body language of others plays a role in successful 
communication. 55% of our communication is nonverbal.

3. LET GO OF JUDGEMENT
We often enter conversations focused on personal goals, or from a place of thinking we 
are "right." This does not give us the capacity to consider the point of view of others. 
Instead, choose to stop judging and start listening, with an openness and a willingness 
to consider another point of view. 

Effective communication is the key to personal and career success. A mindful 
approach to communication requires us to listen, speak and act with compassion, 
kindness, curiosity and awareness.

KEY LEARNING
“Most people do not listen with the intent to understand; they listen with the intent to 
reply.” - Stephen R. Covey   

ACTION POINTS



GOAL SETTING 

1. UNDERSTAND YOUR "WHY?"
First, understand WHY you want to achieve your goals. Motivation is the energy that drives
us to accomplish goals, and motivation comes from knowing the reasons why. Without a
strong “why,” it is easy to fall off track.

2. VISUALIZE SUCCESS
Visualize your desired outcome, and you'll “see” the possibility of achieving it. This allows
us to connect emotionally to the feelings we want to experience. Through visualization and
imagination, we can catch a glimpse of our potential for success.

3. CREATE A ROUTE MAP
A route map is a detailed plan that will take you from your current reality to your future
reality. Figure out what actions will move you towards your goal and break it into bite-sized
chunks. Once you have a route map, focus your attention on the tasks at hand and start by
completing one task at a time.

4. CELEBRATE THE SMALL WINS
In order to make progress and recognize your efforts, acknowledge your small
achievements along the way. By doing this continuously, your brain will start to link
pleasure to accomplishing the task.

Take the time to set mindful, conscious goals in your professional and personal life. It 
will give you the focus, drive and determination you need to thrive each day.

KEY LEARNING
“Our goals can only be reached through a vehicle of a plan, in which we must fervently 
believe, and upon which we must vigorously act. There is no other route to success.” - 
Pablo Picasso 

ACTION POINTS




