
 

 

 
 
 
 
 
 
 
 
 

 

 
So, let’s be real, we all want to work less hours and earn more money. We 

all want to hustle a little less and be so aligned that everything feels easy, 

right? Success is about working smart, playing the game a little and getting 

your productivity nailed with some hacks.  

 

Let’s face it, there are some things in business that have to be done, the 

things that always fall at the bottom of our ‘to do’ list and the things that 

take us days but don’t make us money. But those things are often the very 

things that if we get right, will help us make our business so much more 

streamlined and profitable.  

 

We want you to make your business work for you, not the other way round. 

Here are my 10 top productivity hacks for streamlining your business so that 

it works for you.  

 

‘Some of these productivity hacks will sound like a no-brainer, but trust 
me… it’s the implementation, repetition, and discipline in sticking to them 
long enough to pay off, that’ll be most difficult.’ 

 

 

 

 

 

HACKS ANY 
ENTREPRENEUR  

10 Productivity 

Should Know 



 

1: BREAK YOUR DAY UP BY TASK 

 
Break your days, weeks, months up into different activities. Only record 

podcasts on one day, work on newsletters one day. By breaking up your 

days into areas, you will get way more done, with less stress and much 

more clarity  

 

2: CHECK YOUR EMAILS TWICE A DAY ONLY… 

 

…and make it the same it me every day. Morning and evening so you 

don’t get distracted throughout the day. We can get so caught up in 

checking emails and replying to things that aren’t urgent that we don’t get 

done the important stuff! 

 

 
3: BREAK YOUR DAYS UP INTO LEFT AND RIGHT BRAIN 

 

I crave days where I am allowed to be creative. The brain can’t move 

between admin, set up logistics and flowing creative Ideas. So, we love to 

set our days out to work in spaces that compliment different sides of our 

brains. The left side of your brain is more verbal analytical and orderly - so 

think facts, maths, numbers, admin setting up etc. The right side of the brain 

however, more visual and intuitive for tasks like creating, visioning arts and 

crafts. Changing our work to suit this made HUGE differences in our levels of 

productivity.  

 

 

 

 

 

 

 



 

4: TURN YOUR PHONE OFF 

 

We are all suckers for this, but it really really does work. When you really 

need to get your head down and get work done, turn that phone off and 

get it done. You will achieve more in 2 hours with your phone off then you 

will in a whole DAY with it on, we promise! 		

	

5: THE 5 TASK RULE  

 

Set 5 things you have to do that day and ONLY DO THOSE 5 THINGS. 

Anything else is a bonus but don’t get caught up in the long ass never 

ending to do list. It never ends so don’t try play that game. 

 

6: MORNING YOU TIME  

 

There is nothing better that will set you up for a productive day ahead then 

some YOU time in the morning. Some time where you unapologetically 

have space for you. Whether that be mediate, say your gratitude’s, set 

your intentions for the day or exercise, we are huge believers that you 

should give the start of your day purely to you. Only so that when you 

come to work you can be as productive as possible, knowing that you are 

already looked after.  

 

7: NO MORE MULTITASKING  

 

We are all suckers for having lots of jobs and flipping between them all and 

never getting anything done! One thing at a time, if you are working on a 

newsletter, finish it before you start the coaching document or client plan. 

It is impossible to get anything done that way! Do one job and finish it 

before moving on to the next and watch things fire up.  

 



 

8: AUTOMATE WHEREVER POSSIBLE  

 

It takes a long time to do this but once set up it will change the way you 

work forever. Automate everything wherever you can. There are so many 

great tools that automate your workflow from Zapier, to automated emails 

on Mailchimp. Make the structure to your business set up allow things to 

happen without you even working  

 

9: USE SCHEDULERS AND SHARING PLATFORMS  

 

Getting on top of you scheduling and sharing platforms is key. We are 

obsessed with, Google drive, Dropbox and shared folders as they are total 

life savers, particularly for whenever you are at the stage of growing a 

team. Once things are sharable, they become scalable!  

 

10: YOU ARE IN CONTROL OF TIME  

 

You are the creator of your own time, switch up the words you use around 

time. If you are always in a rush, you are going to always feel rushed. If you 

feel that you create the time, you will allow yourself to stop being bogged 

down by how long you have to do things and actually spend time doing 

them! 

 

 

 

 

 


