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How to make 2014 your most productive year – with Elliot Hayes 

Webinar Transcription 

Welcome everyone, my name is Elliot Hayes from Findtime.com.au 

 I hope 2014 had already kicked-off in a fun, productive and profitable way for you.  Thank you for 

coming to the webinar and taking the time to have an update on some tips that might help you. 

So, 2014 - how to make it your most productive year.  I can’t stand webinars that are stuffed with 

introductions so I will dive right in and keep my promise that I won’t take longer than 20 minutes. 

The purpose of this webinar is to help you kick start 2014 with momentum and fun.   

January is almost gone and I want to say to you that the simple stuff is the stuff that works (I hope you 

like that professional term “stuff”).  But you do have to adapt it to your situation. That is the biggest eye 

opener for us – that this stuff can be simple; it is not intellectually challenging in the sense that you find 

it hard to understand.  The hard part is seeing yourself and actually being able to go “Okay that’s how it 

applies to my situation”.  

It’s kind of like when you give advice to your friend.  You can clearly see that your best friend is in a 

terrible relationship with someone that is not right for them; but they can’t see it. Because they are in it 

and you are more objective and later on they might say, “Yeah, what was I thinking?”  They just don’t 

see it.  

Question for you, “What do you not see because you are in it?” An outsider or even questions from a 

webinar like this might kick-start you to think about. 

We had fascinating success stories last year.  We had a retail store owner with a crippling injury from a 

simple accident that put her out of action for 6 months; she couldn’t walk at all. She still managed to get 

more done.  Retail is a pretty tough scenario; we really have to show up and be there, she still managed 

to get more done. 

We had someone who work from home as a financial adviser and ended up joining a firm in the CBD.  It 

was an outcome driven and KPR focus and he had major challenges transitioning from work from home; 

do what you want to now to making it happen and being measured in every step.  We had a few 

techniques that were helpful. 

We had a client that has half a billion dollars in revenue per year and when I looked at his schedule and 

priorities, it was just amazing how much he had on.  The more success, the more you’ve got to do; but 

he is taking more time off to be with his wife and children and enjoy some of the other parts of life more.  

Regardless of your role, whether you have half a billion sales, whether you are just yourself, you own a 

business, an employee, whatever; these techniques can work for you a little more than they already are 

– if you make it part of your focus.  
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Batching 

First technique is batching. This is as old as the hills.  

I will give you a scenario, the most common one is in relation to email. Keep a check on how often you 

check your emails particularly with your smart phone where you can access it anytime and just have a 

look.  Are you randomly checking emails and how often is that necessary? 

The technology, www.rescuetime.com, which actually allows you to track how often you check the 

application on your desktop, your laptop can give you feedback.  I have one client; he is worth a lot of 

money to his organisation. He is stopping and checking his emails the moment he hears “ding” and the 

moment the email arrives. Imagine what that is doing to his focus and concentration? 

It takes longer to get back into the swing of what you were doing the moment you are interrupted. I 

know a very smart lady working for a non-profit organization. She has volunteers coming in to help her. 

She had one guy (this was over a six month period) who was coming in and interrupting her with non-

stop talking. She tried every technique in the book but couldn’t seem to stop him.  

Eventually, she got very smart and whenever the volunteer came in, she’d sit him down for twenty 

minutes at the start of the day.  What she was doing is that she was batching his interruptions. So what 

he did was he downloaded everything he had to say in 20 minutes and then went off and did his work 

and stopped interrupting her. His number of words and information was spent and then he could go 

back to do what he was supposed to be doing. So, she lost twenty minutes but stopped all the 

interruptions throughout the day. 

It will give you something to look forward to in terms of  “Once I get this done, what’s my reward for 

doing that?” 

It encourages some quiet time.  I am a big fan of http://e.ggtimer.com/ where I time myself, say I got 20 

minutes and this is what I should be working on, nothing else going on.  You don’t hop online to pay the 

bills at different times in the week, you do your bills at one time.  

The batching technique helps you get a survey of what you are doing day to day.  I am talking of every 

15 minutes; a micro analysis, a time audit of yourself.  How often am I all over the shop because I have 

to be with my employer? With my clients? or how often I am all over the shop because I am into that 

habit of start-stop-start-stop-start? 

 

I know people tell me how great multi-tasking is but even people who look like they are great multi-

taskers would agree that what they are really good at is focusing on what they are doing at that time 

and making the most of what they are doing even for five minutes.  

Multi-tasking is a little bit of an oxy moron. But regardless, you get more out of your time if you batch a 

little more than what you are already doing.  

 

http://e.ggtimer.com/
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Second technique – Your do less/your not to-do list. 

What am I already doing out of habit? Your habits are very powerful. Some of the people listening to 

this webinar,  have even developed their habits over twenty years. They are seriously entrenched in 

their system; I am talking in a very practical, neurological, physical level.   

What I encourage you to do if you want to achieve things you want is to be the conductor; not always 

the person playing every instrument in the band which is not possible and very stressful and tiring.  

No matter what your role is, step back a little bit and go “Alright, what am I not going do? What could I 

ask others to do?  Could I ask/ outsource more?”.  

Beware of your habits 

Take note of a habit you’ve got.  For example, someone comes up to you and says “Can you help?” If you 

are a generous and kind person, your habit is to say “Yes, sure. I’d love to help.” But that habit might be 

undermining what you could have done for yourself. 

One of the tools to help access this is the time audit.  This is a simple powerful tool.  The assessment of 

every ten to fifteen, doing a tracking of what you’ve just done.  After a two day period of             

information, what  you will get from that is very powerful. One of the issues is that your habit is running 

the race here; especially when you are busy, you fall back in auto-pilot.  

With the retailer who seriously injured herself, she had to look into “What am I NOT going to do? What 

can I ask others to do?” She became a real master at getting others to do things for her.  I am not saying 

she worked them without rewarding them, she paid money.  She was a master into thinking how can 

this happen without me actually being there?  

Just imagine for a moment if you couldn’t show up for work tomorrow, how could you facilitate things 

happening without you being there? I am not saying that you put yourself out of the job if you are an 

employee, but you might want to look into the process and think “What is my ‘not to do list for 2014’ 

that doing in 2013 undermined me in what I wanted to get done? 

The payoff 

What you would have to bear in mind is that every  habit you have has a payoff. One client of ours 

would go for a coffee every morning with her friends, her colleagues at work. They would go downstairs 

to the cafe.  She would look at the time audit and that was like twenty or thirty minutes every morning 

that she’s losing and she had a pretty tight time line for other things.   

The only reward for going for coffee was the social interaction and having fun and talking with her 

buddies rather than actually drinking coffee. So she batched it.  She said “Alright, once a week we are 

going to go together, have a little chat at the café and enjoy the coffee.”  

This gave her something to look forward to instead of the five interruptions per week it became one 

reward per week; it was something to look forward to.  It made a little more time efficient and also  
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something to look forward to. Bear in mind the pay off. Payoff was she was going to chat with her 

buddies. She still had that, she did not deprive herself completely, she just minimized it so that she did 

not interrupt her schedule too often.  

Momentum 

I am sure you had days where you could just conquer the world; you are just on fire on what you can do. 

Equally, probably, you had days when you can barely get out of bed. You could barely spell the word 

“the” because you are not on fire. The key with momentum is that it is a very important force in 

productivity.   

People who make things happen, make no mistake they have it. They are very weary of what 

undermines this. A lot of clients I meet, they may create momentum but they don’t plan it. In other 

words, it happen if it happens; if it doesn’t it doesn’t.  

Quite commonly you hear people say, “I’ve got that all done, but I don’t really know how.  I had a great 

successful period here but I am not really sure why it was successful.” I want to suggest that often times 

that this is the standard issue of momentum.  When you have momentum, things happen; you make 

things happen. Without being too cliché, success begets success; you can make more things happen, you 

are on fire.   

Momentum is found in routines 

Momentum, believe it or not is found in routines. It took me a while to get my head around that 

because momentum is fun; routine sounds boring. But all the people who were part of the survey of the 

work they did last year, the thing they put in place to get momentum is routines.  

Routines give consistency. One client of ours, almost literally halved her weight. She had weight 

management problems.  I won’t give you the numbers as I don’t know them. But seriously in a space of 

6 months, I did not recognize her when I caught up with her again because she had lost so much weight 

due to physical training.  

I asked, how did you do it? And she said, she basically put the routine in place and got herself the 

leverage.  In other words she engaged other people who will not let her off. So it was not just her.  And 

once the routine started working, she was scared to leave; and then she got tremendous momentum, 

she became healthier. The key was the routine, the boring routine. 

This feeds into the energy levels you get from having momentum. It is very easy to know if you got 

momentum right now, you feel it!  

Look around and say “Am I feeling right? Do I feel like everything is a step uphill and I am dragging a big 

ball of chain along with me?”   
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If that is the case.  Take a look around and ask yourself ”What are the things that are undermining my 

momentum? Is it checking youtube, when I should be calling this client?  Is it starting too late?”  

The Morning Start 

For our client who went working from home as a financial adviser to working in the CBD which was a 

much more accountability driven environment, it was the morning start.  I said to him “What are you 

doing in the morning? Tell me about your morning.”  

He gets in early, reads the paper, eats breakfast, hops to supercoach.com, chats with his buddies in the 

office and by 9 a.m., he feels he should have a nap.   

What he has done is he has dribbled his momentum out and not fed it. So I said, first thing in the 

morning you get in, no website checking of scores pages and the rest of it. You get one top priority in 

your business that needs to be done, get a report and knock out of it before 9 a.m.  

Usually there is a reward and that by 9 a.m. he feels he has done important stuff. He had a momentum 

and by 9 a.m. he wanted to do more. In comparison, he was feeling energetic and all he did was shift the 

morning routine; that hour of power (if you like) before 9 a.m. you should have done important stuff. 

With momentum, the rest of the day kind of took care of itself. There was a big transformation from 

before. 

A big focus there is creating value to the daily things you do rather than being busy. That requires a 

mindset. You want to invest your time rather than be a spender of time.  Couple of examples, having a 

sales process compared to making  odd/random phone calls (if you are in that kind or line of work). 

Having an email template or draft of a section rather than reading and writing over and over again 

where you could have formalized something and save yourself time. 

The difference between being strategic and random. 

The cue is batching which is such an important technique. Batching requires some planning.  

It requires you to somehow look ahead and say “What do I need to do? Are there areas I can combine?” 

Back to the client who has a large turnover per year and so forth, he had to get out each week and meet 

all of his managers in different areas and departments. He said, “I got to find time each week to meet all 

of these managers”. I said, “No, you don’t”.  

You find one day and you batch it and that is your big day out.  On that day, you go out and line up the 

managers, one after another, cover what you need, plan for the week and the rest of the week you are 

in the office and you set a time for travel and your week is kicked off in some momentum there. And he 

went . “Ah, good idea!”  

This guy is a smart guy, not a silly person but he did not see it quite that way because he is in it. And 

back then he was frankly thinking. “Oh I’ve got to find ways to talk to my managers.” You are the boss 
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and even if you are not the boss, try to insert it very gently to say, “Listen, are you able to come here 

and meet me here so that I can cover this off with you before I go to my next meeting?’ 

Batch, batch, batch.  This is absolutely the key to a decision maker who has a lot of things to do and still 

to some extent taking off more time. 

Lastly, have a great 2014.  There are more webinars to come. Some will be free of charge to our 

subscribers, some will be on offer at a set price, pretty reasonable but more in-depth and you can 

choose to be part of that or not.   

Findtime Membership Program 

We are looking on to launching later on this month, the FindTime Membership Program where you will 

have access to the resources we’ve got in our vault for the rest of 2014.  

But more importantly, we love your input and feedback so keep it coming on what you want to learn 

about, what help you need so we can tailor our message to that and hit the things that are important to 

you. 

Thank you for making 2013 so great as our important clients and subscribers. Keep your feedback 

coming. You’ve got our contact details so let us know what else you’d like to see as topics as we navigate 

the rest  of this year.  

Take care! 
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This document may not be modified, re-sold, licensed, assigned, offered as a bonus or auctioned 
without the prior written consent of the author  
 
To find out more about our products and services, or to give us feedback, contact us at: 
www.findtime.com.au  
 
Simply submit your enquiry via the ‘Contact Us’ page.  
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