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Years ago, I read an industry article about a million-dollar sales rep who, when asked about the 

contributing factors to his success, rated organization as one of the top three reasons for his 

sales growth. It wasn’t obvious to me then but it’s obvious to me now: Show me a salesperson 

who refuses to spend time organizing the workflow and I’ll show you a salesperson who has 

capped his or her income.  

 

The following are 14 powerful tips for maximum time management and organization: 

 

1. Stop living in your inbox. If your inbox is your only project management tool then clearly 

other people dictate your priorities. Close your e-mail. (Yes, you can!) Use tools such as 

Awayfind (www.awayfind.com). This tool allows you to receive a text from the most important 

people in your life when they send you an e-mail.  

 

2. Take on bite-sized tasks, not super-sized projects. Break major projects into smaller tasks. 

Often, we leave e-mail sitting in our inbox because it serves as our reminder for an important 

project or task. Get major projects out of your inbox and into a manageable task list, then eat 

the elephant, one bite at a time. 

 

3. Practice inbox zero. It is possible to empty your inbox every day, it just takes iron vigilance 

and a task management tool such as Omnifocus (www.omnigroup.com/products/omnifocus) or 

Things (www.culturedcode.com/things) to capture and process e-mails into a to-do list.  

 

4. Abide by the two-minute rule. If it takes less than two minutes, do it right away. Don’t add it 

to your to-do list, just get it done so you can move on to what’s important.  

 

5. Practice Pomodoro. The Pomodoro Technique (www.pomodorotechnique.com) is simple: 

 

• Choose a task to be accomplished 

• Set a timer to 25 minutes  

• Work on the task until the timer rings 

• Take a short break  

• After every four tasks, take a longer break 

 

6. Become a professional blocker. Constantly checking social media, e-mail and online news is 

the new work avoidance. Use blocker programs such as Freedom (www.macfreedom.com) to 

block your internet usage so you can focus on mission-critical objectives.  

 

7. Divert distractions. Use rules in Outlook to send unimportant e-mails to a separate folder so 

they don’t hit your inbox. Turn off social media notifications and use tools such as Read It Later 



(www.readitlaterlist.com)) or Instapaper (www.instapaper.com) to save that article or funny 

video for later.  

 

8. Make the leap to modern. Use a modern-day task management tool such as Omnifocus on 

your iPhone, iPad and computer to sync everything to the cloud. I have folders set up for each 

client and even contexts set up for co-workers.  

 

9. Collect and process: Evernote (www.evernote.com), a digital file cabinet, is probably one of 

the most important apps for our industry. Use it to collect and process ideas for your client by 

snapping a picture, taking a video or sending a web link to a specific client folder.  

 

10. Connect now, not later. Use apps for Facebook, Google+ and LinkedIn to send people 

invitations to connect while you are at an event or tradeshow.  

 

11. Use visual signals for your co-workers. Close your door when you need time and space to 

work on a project. If you are in an open-office environment, use headphones as a signal to 

others that you are trying to work uninterrupted.  

 

12. Reduce clutter. There is a weird stigma associated with a clean work environment—people 

think a clean desk is the sign of a light workload. Be weird: free your clutter and free your mind. 

 

13. Respect productive hours. Don’t frivolously grant anyone random access to you or your 

calendar. Guard your commitments. Determine what’s important to you and recognize the 

most productive hours of your day.  

 

14. Employ a weekly review. Clean up, close up, clarify, and renegotiate all your agreements 

with yourself and others. PC 
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