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Leveraging 
Tech n ology 
to In cr ea se  
P r od u ctivity.



nickginsburg.com

About me.
Execu tive Assis ta n t

Keyn ote Sp ea k er

P sych ology Stu d en t

Fou n d er , Th e Ad m in  Collect ive

P od ca st  Host , Op en  Dr ive



LET’S GET SOMETHING 
STRAIGHT ABOUT 
PRODUCTIVITY. 
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Work Smarter.

Ask  q u est ion s .

Use Tech n ology.
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My Productivity
Stor y
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Top Tips

In b ox Zer o.

Hou r  of P ower .
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Tim e Block in g.



Keep it high -le ve l a nd  simp le
Give  yourse lf a  b re a k
Re foc us a fte r inte rrup tions
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Time Blocking



Top Tips

In b ox Zer o.

Hou r  of P ower .
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Tim e Block in g.



Pick the task you want to clear
Se t a  g oa l
Choose  your time
Se t c le a r e xp e c ta tions with o the rs 
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Hour of Power



Top Tips

In b ox Zer o.

Hou r  of P ower .
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Tim e Block in g.



Archive first
Ac tion urg e nt.
Re a d  a nd  re p ly - o ld e r to  young e r
Do not skip  e ma ils
Follow up
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Inbox Zero



UTILISE TECHNOLOGY 
EFFECTIVELY
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COMMON MISTAKES
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Trial period.

Reeva lu a te.

Not wor k in g? Sh ift .
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KEEPING UP APPEARANCES
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EA Networks.

Socia l m ed ia .

Google.
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REMINDERS
Pic k a nd  c hoose  wha t will work fo r you. 

Don’t b e  a fra id  o f ne w te c hno log y. 

It’s ok to  a sk fo r he lp .
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Thank you.

nickginsburg.com
@nickginsburg /nickginsburg
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