
MOTIVATION 

Motivation can be learned. To trigger your 
motivation, ask yourself: Why? Whether it’s to 

achieve a high score or to get the job you want, 
knowing the reason for doing hard work will fire 

you up to get started and keep going. 

FOCUS

To be truly productive, you need to take control of 
your attention and build mental models that put 
you firmly in charge. If you fall for mental traps 

like reactive thinking, focus controls you. To find a 
better way to focus, try creating mental images 

of how every situation should play out before you 
get started on a task. 

GOAL SETTING

Smart goals and stretch goals are necessary for 
quality productivity. Smart goals are immediate, 

short-term goals. If you write down a list of 
what you need to do on a given day, these will 

be your smart goals.

Stretch goals are long-term, ambitious goals that 
take time and considerable effort to achieve. 

Getting a promotion, winning an award, or even 
flying to the moon can all be stretch goals.

1. Think ‘probabilistically’

Thinking this way means forcing yourself to 
envision different possible futures and determine 
which ones are the most likely. When you do this, 
you can make the decision that leads to the most 
likely result that fits your needs and desires.

2. Innovate

Combining ideas in new and fresh ways leads to 
innovation and better ways of doing things. 
Innovation often happens in times of stress so 
you don’t have to force it every time but being 
innovative can help you to work smarter and get 
more done in less time. 

3. Reframe the situation

Don't get bogged down in problems. Learn to spot 
the hidden potential in every situation. By looking 
for the positives or possible solutions, you can make 
creative connections that don’t only solve problems 
but move things forward in innovative ways. 
Combine things in unique ways and reframe the 
situation and solutions will present themselves.
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