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Introduction

Time Management from my experience is just one tool in the Personal 

Development tool box, that if mastered will help you make massive 

changes in your life. Essentially it is a blend of disciplined behaviors and 

focused action planning.  If you want to become successful in your business 

or your personal life, this is this a great place to start and I can certainly 

help you. This book is going to help you gain control of your day and also 

find those extra precious minutes that you keep losing.

My name is Ian Luckett and for the last 20 years I have been working in a corporate 

environment, successfully coaching, mentoring and developing many different teams across 

different business types in many locations. I founded Innovate to Success with the main 

purpose to help others reduce stress, become more productive and get a better work life 

balance.

The tactics that you are going to discover in this 

book are the back bone of and are covered in 

more depth throughout my Innovate to Success 

DRIVE Personal Business Development System.

I have designed this system to help individuals 

create their own bespoke strategy and join 

together various other elements that contribute 

to success in your personal and business life.

I discuss these other elements later in this book.

I am going to teach you some real life strategies that I have developed over the last few years 

and that have sped up my career progression. This progression wasn’t easy, however by 

understanding that I needed to build a solid team around me if I was going to be successful was 

a significant discovery in my journey. By making time to build that team correctly and also 

making time for the individuals ensured that I delivered additional value for my organisation 

and additional value that I was rewarded for.

Don’t think that you have an easy read ahead of you, because I have added some Actions to 

keep you on your toes and help this book deliver massive value to you.

At the end of this book, I have a special offer, just for you!  So, find yourself a comfy chair, get 

a note pad and pen and I hope you enjoy the read.

http://www.innovatetosuccess.com/
http://innovatetosuccess.com/what-is-the-drive-programme/


Take a moment to think about 

an Airport.

How do they manage to get so 

many people, bags and cargo 

and planes successfully around 

the world with what we think is 

relative ease?

Because essentially their whole 

business is a planning system. 

Whatever objective each 

department has, requires 

meticulous planning and multi –

stakeholder Involvement.

Your  life is like this and without 

a plan and a purpose there is a 

pretty good chance that you will 

not achieve the things that you 

set out  for.

Successful plans require daily 

focused action

Step 1 – Planning 101

YOUR ACTION

Take an A4 Sheet of paper and draw 

out a diary grid of your week ahead.  

Insert your existing commitments 

and meetings. The night before, 

review the next day and make sure 

that you have prepared fully for the 

planned events. That evening review 

your day and make notes in what you 

could have done better or what you 

did well.

Reducing stress  and improving our productivity are 

the main outcomes of and planning system. We all 

want to gain control and bring order to our already 

busy lives and we are not going to do that unless we 

take focused planned action.

The first step in any planning process is deciding what 

winning looks like to you. So basically what is the 

desired outcome to any task or event.

This is where so many Time Management gurus go 

wrong, because without being able to visualise what 

the end goal looks like and understand why you are 

doing it, then you are more likely to give up on the 

task and then the stress and distractions will win.

You can’t take that control and accountability if the 

tasks you are working are not serving you. They need 

to serve you in your business life, in your personal life 

or even as part of a larger stakeholder project.

Once we start to be efficient in our week, then pockets 

of spare time will start to appear. We can then use this 

time to complete the non critical tasks or even take a 

well earned break.

Finally, we need to ensure that we focus 100% on the 

task in hand, all to avoid distractions.
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Social Media has quickly become a significant part of 

our lives. As soon as we wake up in the morning to 

when we shut our eyes, the demand for attention on 

our time is massive.

The distractions are also with us in the workplace, 

where the draw on our personal and business lives can 

very easily get into conflict as they fight for our 

attention.

To control this situation requires us to have will - power 

and discipline. We need to be able to adjust our focus 

and really prioritise our tasks especially when at work.

By using the weekly plan we can easily identify the key 

tasks that we need to complete each day. We almost 

need to go into a reward negotiation with ourselves to 

say “As soon as I have done this business task, then I will 

check my personal emails or make  that call”

The worst situation that we want to be in is where we 

get distracted and don’t deliver on a task at work that is 

expected of us because we have exercised poor 

discipline and allowed ourselves to be interrupted by 

unnecessary Social Media. 

We need to keep focused on what really matters!

People need time to digest 

their Social Media throughout 

the day.

It used to frustrate the living 

daylights out of me, when my 

team members were staring at 

their phones  in work time rather 

than doing  their work.

However, I soon learnt that 

social media was a big part of 

their life and the fact that they  

needed to be allowed time to 

spend time on it during the day.

The key  that I Iearnt here was to 

set an Expectation Exchange. I.e. 

What I expected them to do and 

what they were expecting from 

me, in terms of time to check 

their phones etc.

This helped me build trust and 

accountability between myself 

and my teams.

Step 2 – Social Media Shutdown

YOUR ACTION
Make a commitment to yourself that 

you won’t check your Social Media, 

until you have completed a task or 

particular piece of work. Also make it 

very clear to your team what you 

expect from them. Go and have that 

difficult conversation.
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The office and work environment is a hive of distractions. The reason for this is because 

everybody is set different deliverables and everybody deals with these demands in very 

different ways.

When working as a team it is very important to understand what the overall team’s objectives 

are as well, because this could mean that you may need to interrupt others, however as long as 

each party are aware of this then you can plan the time in to your schedule.

Managing interruptions is really about saying “No” to people when they come to your desk and 

ask for help. When I had “Serial Interrupters” in  my work place, I always used to say to them 

that I was busy at that moment and could they come back in 10-15 minutes, even though some 

times I wasn’t busy and could accommodate a conversation.

This then politely tells others, “Don’t come and interrupt my day”, I am in control and I will let 

you know when it is convenient to talk. This is a very powerful tip if used correctly.

Whenever I started a new job, I was always overwhelmed with interruptions.

It always seemed to be when I stared a new job, that everybody wanted a piece of me. The 

reason for this was because the first thing that I wanted to do was learn as much as I could as 

quickly as possible about the role, the people, the environment and my deliverables. This was all 

done simply by asking intelligent questions.

In this situation, I very quickly learnt that my company was paying me for the value that I 

brought to the organisation and not what I did in a day. Results deliver value so I made a 

conscious effort not to get disrupted unless it was relating to one of my key outputs or tasks.

Step 3 – Avoiding Interruptions

YOUR ACTION

At the beginning of each day, try 

and anticipate who or what is going 

to interrupt your day. 

Prepare in advanced how you are 

going to deal with that interruption 

and give yourself a pat on the back 

when you achieve it.

Also, help your team and others by 

passing on any useful tips that 

helped you out.
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In the workplace there is a massive contract between 

different types of  people, their energy levels, their 

health and their outputs.

A healthy body and mind has a massive impact on your 

productivity and ability to take on additional tasks. I am 

not saying that you need to rush down the gym and do 

a 2 hr session before work every day, (however that 

would be good!). What I am saying is that we can make 

small shifts in our activity levels, behaviours and eating 

habits that will contribute to a more productive and 

healthier you.

If you want that promotion and add that extra value 

then you are going to need to go outside your usual 

remit to demonstrate this. More work means you need 

more fuel and good quality fuel comes by sensible food 

choices.

Healthy snacks are now just as available as the 

chocolate vending machine,. More often that not if you 

are hungry it actually means that you are thirsty. Always 

try and quench your thirst before eating. Also make 

sensible choices about efficient exercise. Take the stairs 

and not the lift for example, you will soon start to see 

gradual improvements to your general fitness level. At 

the end of the day, your body and mind need to be in 

top condition if you are going to deal with life's 

challenges ahead.

As a  Senior Manager it was 

critical that I was fit and 

healthy.

Before being promoted into a 

Senior Leadership position, I 

rarely thought about the 

correlation between my business 

performance and my health. 

I soon realised that if I  wanted 

to be successful and productive 

at that higher level, then I 

needed to eat healthily, take 

regular exercise, drink plenty of 

water and avoid junk food.

In a matter of weeks, I could 

concentrate much better, I had a 

higher level of energy I was 

generally fitter and more 

resistant to the office cough and 

cold.

A small mindset change  that 

made a big different in both my 

business and personal lives.

Step 4 – Get fit for business.

YOUR ACTION

Over the next week, think about 

taking efficient exercise. Take the 

stairs rather than the lift. Bring 

some healthy snacks into the 

office rather than relying on the 

vending machine. Finally, drink at 

least 2 litres of water a day.
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There is a reason that there is more than one person in your company, that is because your MD, 

CEO, or Chairman can’t do all the work themselves.

We also need to adopt this train of thought wherever you sit in the organisation structure. 

Understanding each others capabilities and recognising  and supporting learning and 

development opportunities, is probably one of the most efficient uses of your time in the 

workplace. I have heard so many people say over the years that “It would be quicker for me to 

do it than to show others” Rubbish! I would respond, this is false economy.

By identifying others to distribute tasks to, empowers them. They feel great and also feel a 

sense of responsibility. They will then naturally look for more and more work to help you with. 

Yes, you may need to coach and mentor them to start with, however this time will be paid back 

many times over when you get it right.

In addition don’t forget the external Networking opportunities that are so many times 

overlooked. These are generally for the more specialist tasks and projects that fall outside your 

core business capabilities.

I totally underestimated the power of correct delegation and networking with others.

As I climbed up the management ladder, it became more and more apparent to me that I 

couldn’t do everything on my own. I needed to trust and hold others to account, this way we 

could share out the workload and achieve more. Also, believe it or not, when I started actively 

networking ,I found that there are many more people and teams out there who were better 

equipped to take on tasks that were slowing me down. If you have ever heard someone say 

“Right person for the right job” that is one of the keys to mastering productivity and your time.  

Step 5 – Delegation and Networking

YOUR ACTION
Take a look at your current “To Do 

List”. First of all break it down and 

work out how much of it could you 

correctly delegate to someone 

else. If that someone else isn't 

within your team then have a look 

in your wider network and see 

who can help you. Ensure that 

they understand the task and then 

watch your productivity increase.
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To do lists are great aren’t they? Nope!

A “To Do list” is just a list of things to do. They generally 

don’t have priorities, they don’t state the purpose  of 

the task, they don’t  detail any dependencies on others. 

However you do feel great when you tick them off.!

This is one of the most non-productive ways to manage 

your day, mainly because there is just no order.

By catagorising our tasks and grouping them together 

in themes allows you to focus on one particular theme 

at a time. We can then get in the zone and complete 

the activity much quicker. This also works where you 

may need help from others.

When we block and catagorise our tasks together, we 

can then slot these blocks into our weekly plans in the 

best place. If the whole block needs to move then all 

the activities within that block also moves. We can have 

many activities or tasks in each category, its just that 

they all relate to the same theme.

By completing work in this manner means that you will 

achieve much more as potentially many items on your 

“To Do List” can get crossed off all at once

Where Focus goes energy 

flows!

I used to work with people 

that had a “To Do List” that 

they just kept adding to.

It was crazy, by Thursday it 

was a full A4 Page long and 

they never finished it. On 

Friday they rewrote it 

because it meant that next 

week would be a “New 

week!”

I never subscribed to that 

way of thinking and worked 

out that if I catagorised and 

group my tasks in themes, 

then it was a much more 

productive way of getting 

things done. 

This worked for me at both 

work and at home. 

Step 6 – Categorise your tasks

YOUR ACTION
Take a look at your current weekly 

“To Do List”. First of all break it 

down and put the items into 

themed categories. Then group 

and schedule time throughout 

your week to focus on those 

categories. You will find that you 

get more done, simply because 

you are in the zone of that focused 

subject.

Master your time and get more done in 10 easy steps



In business the first thing we normally do when giving feedback is to give negative feedback. 

There are many reasons for this, one being that it gives the person giving the feedback a 

feeling of power over the person receiving the feedback. This is so wrong on so many levels.

It is much more effective is to give someone positive feedback. Once you provide constructive 

and motivating feedback then others in your team will also want some. They will then do more 

at work to hopefully get a pat on the back them selves

Time management is about efficiently delivering on a task to a high quality and in business it is 

all about getting the best out of people to deliver value in the organisation. Learning from 

positive feedback is so powerful and much more effective that knocking people when they 

make a mistake.

Team celebrations are also important, just a thank you in a team meeting or a recognition over 

lunch can go a long way to not only make your team more productive, but also to build trust 

and respect amongst them.

Feedback is so important, but if we don’t record it then we lose the opportunity to 

learn.

I always make a conscious effort to record and deliver feedback to my teams. The reason 

for this is because it helps build trust, it helps each other learn and it also helps improve 

our productivity. We don’t only learn from the mistakes that we make, we also learn from 

the successes that we have.  Continuous improvement is a major part of business and 

personal growth. We must Celebrate with our teams to show recognition.

Step 7 – Celebrate and Record Success

YOUR ACTION
At the end of each day, record what 

went well and what didn’t go well.

Summarise this and at the end of 

the week you can look back and 

give yourself a pat on the back for 

the results and then identify the 

learning points from the things that 

didn’t go so well. One of the keys to 

Time Management is about 

effective feedback.
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With all the demands that I have spoken about 

previously in this book, to be truly efficient with our 

time requires a quiet and undisturbed planning 

environment. We have established that a plan is 

important and putting that plan together is probably 

at the top of the weekly priorities.

As soon as you get into work, demands are upon you. 

This is why it is so important to know exactly what you 

are going to do as soon as you get it, so that you can 

hit the ground running.

To enable us to develop a quality plan means that we 

should really do this outside the working environment.

I choose first thing on Sunday morning. The house is 

quiet, no one else is up and I can take all my 

catagorised tasks and start to plan the week out. I look 

at what meetings and calls I already have scheduled 

and then slot my others tasks around them. 

Every single week I do this and every single week I 

achieve much more than I set out to do.

Possibly one of the most 

productive things I ever do!

5 Years ago I started this 

practice. I take up to one 

hour each Sunday to get 

ready for the week ahead

What this does, is prevent 

me getting distracted when I 

hit the ground running  in 

the office on Monday 

morning.

I already have my week 

planned out and I know how 

I am going to attack it.

It makes it harder for other  

people and distractions to 

knock me off track and also 

helps me stay focused on 

the task in hand.

Step 8 – Set-up Sunday

YOUR ACTION

Every Sunday, make time in your  

day to have a look at what your 

week ahead looks like. Make a 

note of the meetings, 

appointments and tasks that you 

have and make sure you are 

prepared in advanced. The time 

you invest on the Sunday will be 

paid back in double during the 

week ahead!
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Everyone knows someone who pushes their buttons. 

No matter what they say or do, they just seem to rub 

you up the wrong way. 

The reason for this is because we all have different 

values and we all have different priorities on what we 

need to get done in each day.

Some people are good at understanding others point 

of view and demands and some are not so good.

Throw in a bit of stress and a few time scales and we 

could very easily be looking at an “Office flashpoint”

This tip is all about understanding self control and 

making sure that we maintain our composure in the 

office, even when things may get a bit stressed.

Holding your tongue and waiting a few seconds before 

you react to any situation, it will do wonders for your 

Personal Brand and reputation in the office. People 

will see that you are in control and others will take 

note and be more likely to want to work with you.

Your Personal Brand is the key 

to your Time Management 

success.

When I understood the power 

of my personal brand, then 

things started to really  take off 

for me in terms of what I could 

get done in a day.

Whether I was at home or at 

work, there was always a 

possibility that I would come 

into conflict with others, 

especially when delegating or 

trying to get someone else to 

do something for me.

If they saw that I was in control 

and composed, then I found 

that they are more likely to help 

me out and want to work with 

me. If someone is seen as being 

out of control then others are 

naturally wary and they would 

tend to avoid..

Step 9 – Act rather than react

YOUR ACTION
As you look through your week 

ahead, try and anticipate the 

moments coming up where you may 

enter into conflict with others. Make a 

conscious effort to remain calm and 

consider both sides of the story. If 

you struggle with this then take a 

breather and come back to it at a 

later time.
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The general working environment these days is a hive of activity. You may hear people say that 

“It is lively on the floor today”. Which won’t always be a good thing because noise levels don’t 

always mean that people are doing what they should be!

I really benefited from taking myself away from that environment when I needed to get a task 

done in a particular timescale. No matter what you do, sometimes you just can’t block out the 

ambient office noise, which I found very distracting.

When you get in a quite environment where you can focus 100%, you generally get the task 

done quicker, but you will also do it to a higher quality. Invariably once I had completed the task 

in hand before my deadline, I then took advantage of that spare time to prepare for my next 

meeting or tasks.

I love finding extra pockets of time in my week, it helps me achieve so much more and add 

extra value to what ever I am doing, plus it also makes my day fulfilling.

In a high pressure environment, “Me” time was critical time – and time just for ME!

Everyone is different  when it comes to being distracted in the workplace. I found that I needed 

time away from the desk where I could focus and concentrate 100% on the task.

I booked myself a meeting in my diary, with ME! I put an agenda together and set aside a 

reasonable amount of time, removed known distractions, told only a few people where I was 

and  then delivered on my tasks.

This then meant that when I returned to the open office I was free to support the other 

members of my team in a focused manner. This simple trick increased my productivity no end!

YOUR ACTION

Again, look at your week ahead and 

find some focused “you” time.

Book a quite room or find a private 

space so that you are not distracted 

and go an have a meeting with 

yourself. Prepare a mini agenda, 

turn off distractions and focus 100% 

on the task in hand.

Step 10 – Book yourself a meeting

Master your time and get more done in 10 easy steps



Other elements to success in business

This book has only just scratched the surface of why disciplined Time Management is so

important, how we can benefit from it and what we can do as individuals to use this as a tool

to create our own success path at work. I hope you enjoyed it.

In the Innovate to Success DRIVE Personal Business Development programmes, we consider

many other elements that we coach alongside Time Management. I have listed some of these

below, this is not an exhaustive list, however give you a flavour of what else we need to focus

on daily that contributes to your success at work.

Master your time and get more done in 10 easy steps

Personal Performance
Your personal performance is 

essentially your Value Offering. 
All employers look for the 
value that you bring to an 

organisation rather than what 
you actually do. 

Health and Wellbeing
Your health is the most 
important part of your 

business. If your body and 
mind are firing on all 

cylinders then you will be 
able to deliver extra value 

without being exhausted and 
still have energy left for your 

friends and families.

Leadership Development

Everyone is a leader in some way shape 

of form. Recognising this and then 

developing our leadership skills at home 

and at work is a critical component of 

anyone’s success.

Business Performance

When your business is 

performing, you know that you 

are doing the right thing. The 

main objective of the exercise 

is to perform in business, 

therefore we must have a clear 

“Expectation exchange” with 

your workplace.

Team Development
You can’t do all the work on your 
own. If you want to be at the top 
of your game then you are going 

to need to build a high quality 
and dependable team around 

you.

If the above resonates with you then I know you will benefit from my DRIVE 
Personal Business Development Programme. You can find out more on my site at 

www.innovatetosuccess.com or check the next page for my special offer.

http://www.innovatetosuccess.com/


Now for a very special offer,  just for you!

Within the 30 Day Success System TRIAL you get the first 2 instructional feature videos of the 
main course, plus accompanying Action PDF’s and access to our Private Facebook Group. In this 
group, like minded individuals share experiences, learn from each other and celebrate success, 
all in a safe environment.

The TRIAL VERSION is the stepping stone to the intermediate level course of my DRIVE 
programme and it is going to take your business and personal lives to the next level. 

The main programme is structured into five easy to follow steps which each have their 
own instructional video and accompanying action PDF documents for you to start building your 
own bespoke system.

This version starts to challenge what success looks like to you and is a real game changer in 
terms of what you deserve as an ambitious professional.

You will be amazed at what you can achieved in the next 30 short days !
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As an action taker, I have made a special 
trial version of my 30 Day Success System 
especially for readers of this book.

This will give you a taster of what can be 
achieved when we mix Time Management 
in with the some of the other components 
of a tried and testes Personal Business 
Development System.

Simply Click the 

link below to begin 

your journey

https://goo.gl/N

ZMUoQ

Thanks for reading and I hope you have a great day!

https://goo.gl/NZMUoQ
https://goo.gl/NZMUoQ
https://goo.gl/NZMUoQ
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