
CHAPTER 25: 

ORGANISING  
FOR ACTION 

“Make rest a necessity, not an objective.” 
– Jim Rohn 
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I often run an exercise with clients to understand how 
they use their time. I get them to track what they are 

doing, hour by hour, over two weeks. 
We then look at the summary, and I put approximate val-
ues against the different activities based on the cost of 
getting someone else to do those things. 
One of my clients spent a fair chunk of his working week 
wiring electrical systems (between £50-80 per hour) and 
doing relatively low-level administration (between £20-30 
per hour). 
We also looked at the time he spent visiting his custom-
ers, where we calculated that, on average, he acquired 
sales, on average of £2000 for each hour spent in their 
presence. 
Get it? 
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The decisions about how to invest our time are amongst 
the most important we make in our lives. Time is a finite 
resource, and we can’t just buy more. We get, on average, 
4160 weeks42 to achieve what we want from our lives. 
The levers of performance available to us are our ap-
proach and our activity. 
We can refine our approach by investing time in our 
personal growth and capabilities. 
Our activity levels are a function of how well we prioritise, 
focus and apply intensity. In other words, how we organise 
ourselves around what needs to be done. 

“Don’t major in minor things.” – Jim Rohn 

Priority 

Priorities are the choices we make moment to moment 
about what is important and/or urgent relative to our cir-
cumstances. 
We are always prioritising because there are more options 
and choices than we will ever have time to attend to, and 
things keep changing. 
We think of activities with a sense of urgency attached to 
them (often because they are driven by others’ demands) 
as carrying a higher priority, even though this is not always 
true. 
They create a hamster wheel of activity. We end up running 
really fast on this wheel but never make forward progress. 
Important activities (particularly ones that require initiation 
by us) fall victim to urgent ones even though the important 

42  Average life expectancy in the UK.
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activities are the ones that can improve our performance 
and slow down the hamster wheel. 
Prioritisation is not always easy. It is sometimes difficult to 
make precise judgements. However, we have to choose, 
and we have to accept the consequences of these choic-
es. 
Being responsABLE means taking ownership of determin-
ing what our priorities are and acting accordingly. 
We can make good choices (and communicate them) by 
not 

• automatically assuming others’ demands take pre-
cedence over our own important activities. 

• choosing what we prefer to do or what is easier 
over what is important. 

Focus

My old boss at Tesco had some odd habits. His office door 
would always be open, but he managed distractions by 
using a baseball cap. The rule was that if he had the cap 
on, he was working on something that required his full at-
tention. He was not to be disturbed. 
If he wasn’t wearing the cap, you could feel free to knock 
on the door and speak with him. 
We are faced with constant distractions43; 24-hour news, 
texts, notifications, chat messages, interruptions, and so-
cial media. This bombards us with dramas and distractions 
about things over which we have no control or influence. 
Our attention is limited, and we are not multi-taskers. So 
when we try to hold more than 3-5 things in our conscious 

43  Some we initiate, and some are initiated by others.
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awareness, we quickly experience a sense of overwhelm 
and lose control of our priorities. 
We can record actions and ideas so that we don’t have to 
remember them or juggle them in our heads. Then we can 
give laser-like focus to our three most important priorities. 
As soon as we feel overwhelmed, we can step back, refo-
cus on three priorities, and get back in the game. 

Intensity 

We each have a uniquely optimum way of organising our 
tasks and our time, including: 

• the amount of time we need to keep clear for deal-
ing with whatever shows up

• our ability to retain focus on one thing44

• which tasks suit which time of day, and 
• how we estimate how long something will take to 

complete 
To be responsABLE we have to organise our days, weeks, 
months, quarters, and years, so we get the most out of our 
time.45

We can break activities down into chunks, each of which 
can be completed in one go. 
This is important because you lose considerable time in 
the gaps when you stop and start a single task. 
When you start something, finish it. 

44  One of my bosses could focus on one thing for a whole day, 
whereas I have a twenty-minute intense concentration span. 
45  Anyone can establish this by trying different approaches and then 
reflecting on how much they managed to get done. 
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Organise 

At the end of each day, stop, reflect on what we have and 
haven’t achieved and then sort out the plan for the next 
day. Then we can switch off and rest, safe in knowing that 
we don’t have to keep thinking about what needs doing 
tomorrow. 
This discipline makes full use of our subconscious mind. 
When we know what challenges we have to deal with the 
following day, our subconscious can keep working on it 
while peacefully sleeping. 


