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Productivity Strategies to Set Boundaries & Manage Expectations
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https://www.dropbox.com/s/pmqwbplpovzgchy/Buddha%20Box%20cut.mp4?dl=0
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Covering Today
* Why You’re (acting) Dumb…

* Multitasking Horror Stories

* Interruptions, Distractions, Oh My!

* Ready for the Cocktail Hour…



Why You’re (acting) DUMB!
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You Might be a Multi-
Tasking Addict if  you…

• Check your cell phone because you want to see 
what you might have missed.

• Check your email in the middle of  working on a 
project because you get a little bit bored with that 
project.

• Feel anxious or nervous thinking about what it is you 
are NOT working on in the moment.

• Have trouble focusing on one thing at a time.
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Multitasking Demonstration
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Multitasking Demonstration



15 Seconds
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Multitasking Demonstration



Firm Focus © 2020
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Multitasking Demonstration
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Multitasking Horror Stories



Multitasking “Horror Stories”

• Saved confidential documents in the wrong employee 
personnel file – discovered when meeting with the 
employee for review.

• Consultant almost got sued by a law firm.  Distributed 
her confidential and detailed partner notes instead of 
the questions only.

• On a mass layoff under a CBA in CA, switched payout 
amounts on the spreadsheet resulting in 50 
employees being paid final vacation payment
incorrectly.

What about you?
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Interruptions, Distractions, Oh My!
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Interruptions

Not Within Your Control External
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Distractions

Within Your Control Internal & External
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What are some of your

Distractions and Interruptions?



External Distraction Turn off notifications.
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Cheers!  Time for the Cocktail Reception
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Interruptions

Not Within Your Control External
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Within Your Control

Distractions

Internal & External



www.firm-focus.com/resources
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