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WHY A PRODUCTVITY SYSTEM IS NEEDED 

I’ve always been fascinated by productivity and goal setting – probably since 
I first read “7 Habits of Highly Effective People” by Stephen Covey back at 15! 

For me, there’s always been a chasm between high-level goal-setting, and 
the practicalities of “what do I do today?”.  

It’s not enough to have grand plans and vision, if you can’t translate those 
into actions. And checking off a whole lot of to-do’s is nothing to be proud of 
if they’re just low-level tasks that don’t really add up to much. 

Over the years, I’ve developed a framework for getting the important things 
done. So I’ve decided to put it together as a Productivity System for 
everyone to use. 

In this system, I’ve outlined my process for getting the important things 
done to help you hone in on the most important things, and get into the 
habit of taking meaningful action. 

This system is the outcome of many years of learning from myself and 
others, plus the distillation of many productivity books and theories. 

Many people I know have great ambitions and fantastic skills, and yet 
struggle to actually do the things that would help them achieve their goals. It 
breaks my heart when I see this happening! With this system, you have a 
tool that makes it easy to do the things you want to do.  

 

WHAT YOU’LL GET FROM USING THIS PRODUCTVITY SYSTEM 

When you put these methods into action, you’ll find that you’re doing fewer 
things, but making more progress. You’ll have space in your day for other 
things and lose that feeling of constantly needing to catch up. 

I’m looking forward to hearing how you use this system to achieve some of 
the things you’ve been wanting to do. 

 



How this system  
has helped me 

I’m as flawed as the next person but using this productivity system, I’ve been 
able to achieve many goals (and get through some unwanted things life 
threw at me). Some of the things I’m most proud of include; 

•  Summited Mount Everest – In 2006, I became the 3rd Australian woman 
to climb to the top of Mt Everest 

•  Completed my MBA – Studied part-time while building my business 

•  Founded (and later sold) an Online Business – I cofounded Word Of 
Mouth Online (womo.com.au) which I grew to become Australia’s largest 
online business reviews platform. 

•  Built (and sold) a Technology Service Business – Joined my husband and 
business partner to grow Invizage Technology to over 100 staff.  

•  Found my Father’s Birth Family – My dad was adopted and all records of 
his birth mother were destroyed. After much hunting, perseverance and 
detective work, I was able to locate and reunite him with his half-siblings. 

•  Survived Breast and Thyroid Cancer – In 2017 I was found a lump in my 
breast which was later diagnosed as an aggressive cancer. A subsequent 
scan found a 2nd cancer in my thyroid. After surgery, chemotherapy, 
radiation and other therapies, I’m now thankfully well. (Obviously this was 
never a goal, but it’s something I’m proud to have got through.) 

•  Moved My Family to France – I was born and lived most of my life in 
Melbourne, Australia. In 2015, we packed up and moved to France where 
we’re learning French and experiencing some new ways of life. 

I’m also a wife and the mum of two children and much of the above has 
been done while balancing family life. 



The 4 Keys to  
PRODUCTIVITY 

This system combines a few simple, but profound productivity philosophies 
to help you get more of the important stuff done. 

Most productivity and project management tools forget about the human 
nature aspect to productivity. This is why they all eventually fall by the 
wayside with overwhelming lists of incomplete tasks. 

Actioned is different because it addresses the psychology behind 
productivity. It is based on including four key elements to productivity… 

4) MOMENTUM 

Instead of a never-ending to-do 
list, this system helps you 
recognize your accomplishments 
and feel good about your work. 

Seeing your growing list of 
accomplishments highlights your 
progress and keeps your morale 
high – so it’s easier to keep going. 

1) PRIORITIZATION 

This system asks you to plan 
your day ahead of time. Thinking 
about just the day and what you 
want to achieve makes a huge 
difference. 

By proactively planning your day, 
it’s you who creates your day. 

2) FOCUS 

After prioritizing , you have only a 
few things to focus on - your 
short list of high-priority actions. 

When you know exactly what’s 
most important for today, it’s 
much easier to avoid distractions 
and get a lot more done. 

3) ACCOUNTABILITY 

Accountability is an incredibly 
powerful force and usually a big 
factor behind team or individual 
success. You can harness this 
power just by sharing your 
intentions with others. 

A bit of peer pressure will help 
you do those important things! 

There’s a  ton of theory behind each of these principles, but the next few 
pages will tell you all you really need to know to put an effective 
productivity system in place. 



PRIORITIZATION 
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WHY PRIORITIZATION MATTERS 

By proactively planning your day, it’s you who decides 
what’s really important and you who creates your 
day. Remember, it’s not the quantity of things you get 
done, it’s all about doing the right things. 

Plan your day. 
Don’t just let the day happen. Deliberately take 5 minutes to 
plan – either first thing in the morning or the night before. 

Be intentional and proactively decide how your day will 
unfold. 
Think about how you want to feel when the day ends. What do 
you want to have accomplished? 

Choose 3-5 small, but meaningful actions to do that day. 
Aim low – yes, seriously! Instead of coming up with a shopping 
list of things you’d like to do, restrict yourself to 3-5 things. 
Then get into the habit of actually doing them! 

Each action should be achievable in under an hour. 
Break your items into small actions. They should each be quite 
small so keep breaking them down until you think you could 
do it in less than an hour. (It could be just a draft of the first 
paragraph, some sketches, writing an email, etc.) 

HOW TO USE PRIORITIZATION IN PRACTISE…. 

Don’t think you’re being lazy. We’re actually being lazy when we don’t 
force ourselves to decide what’s the most important! 



FOCUS 
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WHY FOCUS MATTERS 

Your attention is your most valuable resource – but it’s 
so easy to get distracted and pulled away from 
important things. Especially if those priority items are 
uncomfortable or we don’t know where to start! 

HOW TO FOCUS IN PRACTISE…. 

When you know exactly what’s most important for the day, it’s much 
easier to avoid distractions and get a lot more done. 

Take focused action. 
Start the day by working on your first, high priority action. You 
decided that’s what you’ll work on, so now’s the time to do it. 

Work on one important action at a time. 
You know that multi-tasking doesn’t work. Just focus on that 
and then take a break. It’s a small task so you can do it! 

Do that action until it’s complete. 
Important actions are usually challenging. You’ll probably want 
to stop and change tasks. Resist. Force yourself to stay with it 
until it’s done or there’s a REAL reason you can’t finish it.  

Block out distractions and less important tasks. 
Shut of your browser tabs and give all your attention to that 
one thing. Use focused sprints to tackle each of those items. 
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WHY ACCOUNTABILITY MATTERS 

The reason most people work together and have 
regular meetings is because accountability works. 
Most people are far more likely to do something if 
they’ve told other people about it. 

HOW TO USE ACCOUNTABILITY IN PRACTISE…. 

Create a team to keep you accountable. 
If you work alone, your team members could be a regular 
client, or you could create an accountability / mastermind 
group for the sole purpose of improving your outputs. 

Let others know your intentions (then don’t let them 
down). 
It feels weird at first but let your team know what you plan to 
get done each day. Then report in at the end of the day. Soon 
others will come to expect this. 

Be brave! Use positive peer pressure to achieve your goals. 
Putting yourself on the line sounds good but it can feel 
uncomfortable. Embrace the fear and do it anyway! You’ll see 
what a difference it makes. 

Support your team and hold them to high standards. 
Be kind but tough on your accountability buddies. The norm 
should be everyone doing what they say they’re going to do. 

By sharing your intentions with others, you can harness the power of 
accountability to help get you to do the things you want to do. 



MOMENTUM 
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WHY MOMENTUM MATTERS 

Managing your mindset is just as important as finding 
the right tool or system. When the method you use is 
self-reinforcing, your motivation stays high and makes 
you want to continue the next day. 

HOW TO USE MOMENTUM IN PRACTISE…. 

Seeing your growing list of accomplishments highlights your progress 
and keeps morale high. 

Keep motivated by acknowledging your accomplishments. 
Set yourself up with little rewards throughout your day. When 
you complete one of your planned actions, get yourself a 
coffee, allow yourself 20 minutes on social media, phone a 
friend, or go for a walk. 

Use the satisfaction of ticking things off to keep your 
motivation high. 
Make marking things off your list fun! Grab a highlighter and 
go to town. Feeling good about your accomplishments will 
keep get you accomplishing more tomorrow. Give yourself an 
extra reward when you get all your planned actions done. 

Watch your actions build up and “Don’t Break the Chain”. 
Use the Seinfeld method and make sure you don’t miss a day.  



The next two pages are designed to be printed 
(so to save ink, they don’t look as pretty!) 

 

WEEKLY PLANNER 

Print out one for each week and keep it on your 
desk.  

•  Each week, enter the top 1-3 goals that you are 
focusing on at the moment 

•  Each day, plan your actions for the next day 
and tick things off as you go (in the circles) 

•  At the end of the day, give yourself a score for 
how many of your high priority actions you 
ticked off (eg 3/3, 1/3, 5/5) 

•  Use the Other Tasks section to record any 
other things you need to do but are not as 
high priority 

 

PRODUCTIVITY SYSTEM in a nutshell 

Print one of these to put on your wall and remind 
you of how to use the system. 



MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY 

Enter 3-5 small but important actions each day.  
Plan for each one to take less than an hour. 

Enter any other tasks that you don’t want to forget about here.  
(But keep the focus on your high priority actions above.)  

THE ACTIONED PRODUCTVITY SYSTEM 

MY PRODUCTIVE WEEK 
WEEK STARTING: 

HIGH PRIORITY ACTIONS 

GOALS Enter 1-3 goals for the week. These can be something you want to finish this week or a bigger 
goal you are working on. The idea is to read your goals while choosing your high priority actions. 

OTHER TASKS 

Your daily score: 



A REMINDER ON HOW TO USE THE ACTIONED PRODUCTVITY SYSTEM 

TODAY MATTERS 
THIS WEEK MATTERS 

1) PRIORITIZE 
Plan your day. 
Be intentional and proactively decide how your day will unfold. 
Choose 3-5 small, but meaningful actions to do that day. 
Each action should be achievable in under an hour. 
 

2) FOCUS 
Take focused action. 

Work on one important action at a time 
 Do that action until it’s complete – then give yourself a small reward. 

Block out distractions and less important tasks. 

3) BE ACCOUNTABLE 
Create a team to keep you accountable. 
Let others know your intentions (then don’t let them down). 
Be brave! Use positive peer pressure to achieve your goals. 
Support your team and hold them to high standards. 

4) BUILD MOMENTUM 
Keep motivated by acknowledging your accomplishments. 

Use the satisfaction of ticking things off to keep your 
motivation high. 

Watch your actions build up and “Don’t Break the Chain”. 



By Fiona Adler 

WHAT ARE YOU WAITING FOR? 
Print out your Weekly Planner and Productivity System in a Nutshell. 

Get clear on your goals. 
Plan 3-5 small things you can do towards those goals today. 

Do those things. 
Repeat! 

I’d love to hear about your results! Email me at fiona@actioned.com 


