








RESOURCES

Tools and tips for downloading

The good old fashioned notebook

Physical desktop organisers

Notes apps (Microsoft OneNote, Evernote, Apple Notes, ToDolst)
Post-It notes or digital equivalents like Trello.

Task management software like Asana.


https://trello.com/
https://asana.com/?noredirect
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RESOURCES e
Tools and tips for sorting and prioritising

The “urgent/ important” Eisenhower Matrix - see 3
minute video intro here

(D DoFirst (2 Schedule

Batching similar tasks or projects into categories or S oortant but
groupS. Team/ Project/ L&D/ Meeting prep on important tasks not-so-urgent stuff

to be done the same day. should be scheduled.

Do-one-thing: limiting the visible task to one at a
time and hiding the rest of the list. That focus (3 Delegate (@ Don'tDo
helped reduce overwhelm, minimise switching, and R

What's neither urgent

improve completion. (Post it notes also work!) e Ry R

delegate to others. don’t do at all.



https://www.eisenhower.me/eisenhower-matrix/
https://www.eisenhower.me/eisenhower-matrix/
https://roselounsbury.com/do-one-thing-simplify-your-to-do-list/




RESOURCES

Tools and tips for walking and talking

Setting an intention for a walk. Set yourself one problem to think on as you
walk.

ChatGPT mobile app voicenote mode- Socratic method and ask it to ask
critical questions.

Phone a colleague, mentor or advisor to discuss.

Talk out loud!






RESOURCES

Tools and tips for timeboxing

Timeboxing - hard and soft

The Pomodoro Technique + free Pomodoro timers on the internet e.g.
Pomofocus, Tomato Timer; Aesthethic Pomodoro Timer

Phone timers and “Do Not Disturb” mode

Focus mode on computers: e.g. Microsoft Focus in Windows or Focus in
Apple + white noise

Put your phone in another room if possible.

Forest, Focus To Do, or Freedom also come recommended



https://asana.com/resources/what-is-timeboxing
https://www.todoist.com/productivity-methods/pomodoro-technique
https://pomofocus.io/
https://timertomato.com/
https://studywithme.io/aesthetic-pomodoro-timer/
https://support.microsoft.com/en-gb/windows/focus-stay-on-task-without-distractions-in-windows-cbcc9ddb-8164-43fa-8919-b9a2af072382
https://support.apple.com/en-gb/guide/mac-help/mchl613dc43f/mac
https://support.apple.com/en-gb/guide/mac-help/mchl613dc43f/mac
https://www.forestapp.cc/
https://www.focustodo.cn/#products
https://freedom.to/?gad_source=1&gad_campaignid=22452692386&gbraid=0AAAAADriA-A4eonIpLdYlPxv5Zlec5TTf&gclid=Cj0KCQjwovPGBhDxARIsAFhgkwQCERGYWtvRi1JV9V6E4QwSNkTFzrvGH8F4xREsCQlgXOHpUGRkmqIaAnKNEALw_wcB
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RESOURCES

Tools and tips for calendar blocking

Video guide: Beginners Guide to Time Blocking

Day theming - Mondays for meeting prep; Tuesdays for project work; Wed for
writing; Thurs for evaluation;

Try a meeting free morning for yourself or your team

Book: Deep Work by Cal Newport

Podcast: Deep Questions with Cal Newport


http://youtube.com/watch?time_continue=3&v=FLxt4Sbpud4&embeds_referring_euri=https%3A%2F%2Fwww.todoist.com%2F
https://www.waterstones.com/book/deep-work/cal-newport/9780349411903
https://open.spotify.com/show/0e9lFr3AdJByoBpM6tAbxD

TRADE OF



RESOURCES . . . e
Tools and tips for communicating trade offs

Short article: “The Art of Disappointing People” by Bill Benjamin

Book: The Courage To Be Disliked by Ichiro Kishimi and Fumitake Koga



https://ihhp.com/blog/2025/07/15/the-art-of-disappointing-people/
https://www.waterstones.com/book/the-courage-to-be-disliked/ichiro-kishimi/fumitake-koga/9781760630737
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RESOURCES

Other great tools for focus

Goblin Tools - a collection of small, simple tools, for when things feel too big
or complicated

Short article;: How to Protect Your Focus Without Burning Bridges

Short article;: One Question to Help You Get More Done

Short article: The Pursuit of ‘Flow’ Is Overrated

Community: Apolitical Neurodiversity in Public Service community

Book: Indistractable by Nir Eyal



https://goblin.tools/
https://www.nirandfar.com/protect-your-focus/
https://www.nirandfar.com/one-question-to-get-more-done/
https://www.nirandfar.com/the-pursuit-of-flow-is-overrated/
https://apolitical.co/en/communities/neurodiversity-in-public-service
https://www.waterstones.com/book/indistractable/nir-eyal/9781526625335
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