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Introduction

“A new type of thinking is essential if mankind is to survive and move toward higher levels.” — Albert Einstein

With a desire to thrive in a highly competitive marketplace, I’'ve read dozens of books on personal productivity
and distilled my insights into a series of one-page PDF summaries. Each summary contains a list of proven
principles and methods that you can use to reach your career goals.

This Productivity Game PDF Package is a comprehensive guide on personal productivity that includes more
than 75 one-page PDF book summaries and productivity principles.

The one-page PDFs are organized into four sections:
e Success Mindset
e High Performance Habits
e Business Strategy
e Execution

As you read through the various book summaries and productivity principles, you will gain a clear
understanding of what it takes to thrive in today’s competitive marketplace.

To aid the learning process, I’'ve created a YouTube video playlist to match the sequence of book summaries
presented in this package:

(the YouTube playlist contains a video for each book summary, but not for each productivity principle — many
productivity principles are exclusive to this package).
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PRODUCTIVITY

Insights from Mindset by Carol Dweck

Do you feel like you are constantly being judged? Do you go out of your way to ‘look smart’?

If so, you’ve adopted what author Carol Dweck calls a fixed mindset. A fixed mindset sees himself or herself and everyone around them as
possessing a set amount of cognitive and physical ability.

A fixed mindset thinks: “If | appear to be bad at something (school subject, sport, business skill, etc.), ’'m haven’t been blessed with the
gifts to do it well.”

This belief seems innocent, but it ultimately leads to a life of fear, avoidance, and low interest for anything outside of your comfort zone.
Why?

If something is uncomfortable or hard, then you just don’t have the mental or physical capacity to do it. If it's hard and uncomfortable now,
it will always be uncomfortable and hard for you.

Luckily, you can change your mindset and learn to be more curious than afraid and sustain your interest and effort when things get hard.

The first step to going from a fixed mindset (believing challenges are a threat) to a growth mindset (believing that challenges are a chance
to grow your mental and physical abilities) is to realize the truth about your brain.

Over the past 40 years scientists have shown that we can change our brains and grow our cognitive abilities in
three fundamental ways:

You can physically grow sections of the brain

Several years ago, before taxi drivers used GPS, brain researchers took brain imaging scans of
experienced London taxi drivers. Researchers (Maguire, 2011) noticed that the more times a London
taxi driver had spent driving a taxi in London, the larger a region of the brain associated with spatial
awareness and memory (the hippocampus) had become. The brain scans revealed that the more
demands London taxi drivers put on their brains (the more they had to navigate the challenging
London road system), the more they were able to expand a region in the brain and do their job more
effectively.

You can speed up your brain circuits

However, not all brain regions can physically expand, therefore, other brain regions need to make brain
circuits faster. This is achieved through a process called 'myelination.’ As | briefly touched on in my
'Deep Work' book summary, when you focus intensely on a single subject for a period of time, you start
forming white sheathes on your brain cells call myelin. This myelin is like the insulation on the copper
wires inside your home. A brain circuit with myelin can transmit information ten times faster than a
brain circuit without myelin.

You can re-wire your brain

One peer reviewed study (Taub, 1995) showed that when a person practices the guitar for thousands
of hours, they activate more of their brain than novice players. When novice guitar players play the
guitar, they only activate a region in their brain associated to a finger in their left hand (the hand they
use to play different notes). However, when experienced guitar players play the guitar, they expand
the activation of their brains to include regions associated with the fingers and palm of the left hand.
It's like re-wiring a house to make a light switch that used to only turn on a lamp in your living room,
and now it turns on two or three additional lamps in the house.

Once you know the truth about your ability to grow, it makes sense to change the way you think about challenges:

. When a fixed mindset person approaches a challenge, he or she thinks: “Will | look smart or stupid while doing this2”
e When a growth mindset person approaches a challenge, he or she thinks: “How might I learn and grow?”

e Afteradifficult challenge, a fixed mindset person will think, “I’m not smart enough to do this.”

e Afteradifficult challenge, a growth mindset person will think, “I’m not smart enough to do this, YET.”

By making the transition from a fixed mindset to a growth mindset your story goes from: "l am who | am. My personality, my intelligence,
and my talent are fixed." To “I am a constant learner. My abilities are constantly evolving and growing.”

“Did I win? Did I lose? Those are the wrong questions. The correct question is: Did | make my best effort?” If so,
he says, “You may be outscored but you will never lose.” - Carol Dweck
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Insights from Peak by Anders Ericsson & Robert Pool

“The most effective (improvement) method of all: deliberate practice. It is the gold standard, the ideal to
which anyone learning a skill should aspire.” - Anders Ericsson

Turn your practice sessions into deliberate practice sessions by adding S.P.I.C.E.:

pecific performance target

If you have vague performance targets like ‘get better’ or ‘succeed,” you’re simply wasting your time. To improve
performance, you need specific performance goals.

Steve Faloon was able to recite 82 digits by having clear goals the entire way. If he could successfully recite 39 digits,
his sole focus was getting to 40 digits.

“Deliberate practice involves well-defined, specific goals and often involves improving some aspect of the target
performance; it is not aimed at some vague overall improvement.” - Anders Ericsson

eriods of intense undistracted focus
Before Steve attempted 39 digits, he gave himself an exciting pep talk (“You got this Steve!”) before concentrating
intently on the numbers Anders gave him. For those 1 hour sessions all that mattered was hitting his targets.

“Deliberate practice is deliberate, that is, it requires a person’s full attention and conscious actions. You seldom
improve much without giving the task your full attention. It isn’t enough to simply follow a teacher’s or coach’s
directions.” - Anders Ericsson

mmediate feedback

To discover a mental representation that works, you’ll need to test various mental representations during each
practice. In order to verify if a representation is effective or not, you’ll need to receive accurate and immediate
feedback. The quicker the feedback, the faster you’ll improve your mental representation.

Steve knew if his approach was working after each attempt. Imagine if he had to wait 10 minutes before knowing
whether the last six attempts were correct...

“Without feedback— either from yourself or from outside observers— you cannot figure out what you need to
improve on or how close you are to achieving your goals.” - Anders Ericsson

ycling between comfort and discomfort

Approach skill development the same way you’d approach bodybuilding: a period of discomfort (lift weights slightly
heavier than what you can currently lift) followed by a period of ease and comfort (recovery phase) to grow new
muscles and lift larger weights next week. Improvement only comes from a willingness to push yourself beyond your
comfort zone followed by a willingness to fully rest and recover (expert performers sleep on average 8.5 hr/ night).

“Deliberate practice takes place outside one’s comfort zone and requires a student to constantly try things that are
just beyond his or her current abilities. Thus it demands near-maximal effort, which is generally not enjoyable.” -
Anders Ericsson

xpert coaching from proven performers
Expert coaches provide effective mental representations to jump start your progress.
Expert coaching also heightens each aspect of the deliberate practice method by:
o Ensuring you know the path to excellence and providing intermediate goals along the way.
. Using social pressure to hold you accountable and raise the intensity of practice.
. Providing accurate and immediate feedback because they know exactly what to look for.
. Pushing you harder than you want, but not pushing you too far.

“Deliberate practice develops skills that other people have already figured out how to do and for which effective training techniques have
been established. The practice regimen should be designed and overseen by a teacher or coach who is familiar with the abilities of expert
performers and with how those abilities can best be developed.” - Anders Ericsson

The Ultimate Goal:

“Deliberate practice both produces and depends on effective mental representations. Improving performance
goes hand in hand with improving mental representations; as one’s performance improves, the representations
become more detailed and effective, in turn making it possible to improve even more.” - Anders Ericsson
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Insights from The Personal MBA by Josh Kaufman

PRODUCTIVITY

/’

Do I need an MBA to be a successful businessperson?

“Here’s the answer: five simple words that will save you years of effort and hundreds of thousands of dollars: Skip business school. Educate
yourself.” - Josh Kaufman

3 Disturbing Truths about MBA School

. MBA School debt takes the average MBA student 12 years to pay off.

. MBA Schools teach out-dated business practices that are worthless by the time you graduate.

e  Getting an MBA degree doesn’t guarantee you a high-paying job or make you a skilled manager. One Stanford University study
analyzed MBA graduates for 40 years and found that having an MBA had zero correlation to career success and salary increases.

After learning these disturbing facts about MBA School, author Josh Kaufman decided to skip MBA School and teach himself the
fundamentals of business. After reading 100’s of business books, he realized that business was far less complicated than he initially
thought. In fact, every successful business could be explained using the following 5 part system:

5 Part Framework to Evaluate Any Business

Value Creation: Is the business creating something people actually want to buy?
In the book ‘Trade-Off: Why Some Things Catch On, and Others Don’t,” Kevin Maney identifies two primary
characteristics of products and services that people are willing to pay for: convenience and high-fidelity.

. Convenience means quick, reliable, easy, and flexible.

. High-fidelity means high aesthetic appeal, high emotional impact, and a high degree social status.

"If you’re craving pizza, a table at the original Pizzeria Uno in Chicago is high-fidelity; Domino’s home delivery is
convenient. Accordingly, Pizzeria Uno benefits more from making the dining experience remarkable, while
Domino’s benefits more from delivering decent pizza as quickly as possible."” - Josh Kaufman

Marketing: Is the business attracting and holding people’s attention?

When Apple announced the first iPod, they told the world that the new device would be “1000 songs in your
pocket.” This headline was remarkable at the time, and it violated people’s expectations. The goal of every
marketing team should be attracting attention through remarkable and unexpected messages.

"In the classic marketing book Purple Cow, Seth Godin uses a wonderful metaphor to illustrate this principle. A
field full of brown cows is boring. A purple cow violates the viewer’s expectations, which naturally attracts
Attention and interest. If you design your offer to be Remarkable— unique enough to pique your prospect’s
curiosity— it’ll be significantly easier to attract attention."” - Josh Kaufman

Sales: Do people believe and trust the business enough to make a transaction?

If a stranger were to walk up to you at the bus stop and offer you $20 in exchange for $10, would you make the
transaction? Probably not, because you don't believe or trust the offer is legitimate. However, if your friend
standing next to you could vouch for this stranger, you'd probably make the transaction.

Sales is all about making a customer believe and trust the business can deliver on it’s promise. The quickest way
to build belief and trust is social proof. Examples of social proof include one hundred 5-star Amazon reviews, or
getting a recommendation from a key influencer like Oprah. Thousands of people trust Oprah, and that trust is
transferred to any product she recommends, leading to thousands of sales.

Value delivery: Is the business exceeding customer expectations?

Customer expectations have to be high enough for the customer to make an initial purchase. After the purchase
is made, however, if the performance of the offering surpasses customer expectations the customer will be
more likely to buy again and recommend the business to friends.

Zappos, the online shoe company, provide their customers with free expedited shipping, despite not advertising
free expedited shipping; the surprise that comes from exceeding customer expectations is far more

valuable. The best way a business can reliably exceed customer expectations is building efficient systems of
delivery, and providing excellent customer service.

Finance: Is the business making more money than it is spending?
The final part is straightforward: ensure more money is coming in than going out.

"It’s really not any more complicated than that. Yes, there can be fancy models and jargon, but ultimately you’re
simply using numbers to decide whether or not your business is operating the way you intended, and whether or
not the results are enough...to justify all of the time and effort that goes into running the operation.” - Josh
Kaufman
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Insights from Deep Work by Cal Newport

“My commitment to depth has rewarded me. In the ten-year period following my college graduation, I published
four books, earned a PhD, wrote peer-reviewed academic papers at a high rate, and was hired as a tenure-track
professor at Georgetown University." — Cal Newport

Shallow Work: non-cognitively demanding, logistical-style tasks that can be completed in a semi-distracted state. Shallow work
includes answering email, sorting documents, and running errands. The less engagement your work requires, the more shallow it is.

“In an age of network tools, knowledge workers increasingly replace deep work with the shallow alternative—constantly sending and
receiving e- mail messages like human network routers, with frequent breaks for quick hits of distraction. Larger efforts that would be well
served by deep thinking, such as forming a new business strategy or writing an important grant application, get fragmented into distracted
dashes that produce muted quality.” - Cal Newport

Any task that you complete while in a semi-distracted state will likely be automated in the near future (completed by software programs
and/or robots). Or the task will be completed by several thousand people around the world who are willing to do it for far less money than
you are doing it for. The more shallow work you do, the less rare and valuable your skills are, and the more likely you'll be replaced by a
cheaper alternative.

Deep Work: hard but important intellectual work that in completed during long uninterrupted periods of time. Deep work requires a
state of distraction-free concentration to push you cognitive capabilities to their limit and create new value that is hard to replicate. Here
are 3 Examples of Deep Work:
. Writer Mark Twain worked in a cabin isolated from the main house, requiring his family to blow a horn to attract his attention
for meals.
. While writing the Harry Potter books, JK Rowling's only tweet for the first year and a half after joining Twitter was: “This is the
real me, but you won’t be hearing from me often | am afraid, as pen and paper is my priority at the moment.”
e  CEO Bill Gates famously conducted “Think Weeks” twice a year, during which he would isolate himself in a lakeside cottage to
do nothing but read and think big thoughts. One think week led to the famous “Internet Tidal Wave” memo which led to
development of Microsoft’s powerful web browser.

If you want to develop skills and produce work that the world considers rare and valuable, you need to develop a daily deep work ritual.
4 Deep Work Ritual Requirements:

edicated workspace

“Your ritual needs to specify a location for your deep work efforts. This location can be as simple as your normal office with
the door shut and desk cleaned off (a colleague of mine likes to put a hotel-style “do not disturb” sign on his office door
when he’s tackling something difficult). If it’s possible to identify a location used only for depth—for instance, a
conference room or quiet library—the positive effect can be even greater.” — Cal Newport

xact end time

“Give yourself a specific time frame to keep the session a discrete challenge and not an open-ended slog.” — Cal Newport
By establishing a clear end time for each deep work session, you give yourself permission to focus intensely and
experience discomfort because you know exactly when the discomfort will end.

asy starting sequence

“Your ritual needs rules and processes to keep your efforts structured. Without this structure, you’ll have to mentally
litigate again and again what you should and should not be doing during these sessions and keep trying to assess whether
you’re working sufficiently hard. These are unnecessary drains on your willpower reserves.” — Cal Newport

ower-ups

“Your ritual needs to ensure your brain gets the support it needs to keep operating at a high level of depth. For example,
the ritual might specify that you start with a cup of good coffee, or make sure you have access to enough food of the right
type to maintain energy, or integrate light exercise such as walking to help keep the mind clear.” - Cal Newport

“If you don’t produce, you won’t thrive—no matter how skilled or talented you are.” - Cal Newport
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