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Fleeting Meetings 
As far as I’m concerned most meetings should be 

everyone present gets the opportunity to shoot off 
about how much they’ve done in the past week or 
onth. In many cases this is just a great way to cover 
up their lack of work. They’re also the best time-
wasters ever. 

clear communication and direction. But keep them 
crisp and to the point. Better still, follow the checklist 
below and never have another dud meeting again.

Flip the Switch Meeting Checklist

helps prepare content and keeps you on track.

Give five to ten minutes at the end of each meeting 
for ‘additional topics’. Then raise any items that aren’t 
on the agenda. If you run out of time, then put them 
on the agenda the following week.

Case study: James Patterson, 
CB Richard Ellis
James Patterson is Senior Managing Director, NSW, at 
CB Richard Ellis. He’s directly responsible for over 400 
staff located in seven offices throughout the state, with 
an annual turnover in excess of $75 million.

It has been a big transition over the past few years moving 
from jointly owning a boutique company to now running 
the NSW business which forms part of one of the largest 
commercial real estate agencies in the Australian region. It 
was a pretty busy time, and I began working with Andrew 
to help drive my work/life integration. 

Focusing on my health (training/boxing three mornings 

7 deadly sins of email
Consider the following seven deadly sins of email and how to avoid 
them.

Sin 1: email addiction
Bing! …the noise alert, ‘you have mail’, has to be the greatest killer 
of productivity and concentration. Check your emails only at specific 
times throughout the day. 

Sin 2: CAPITAL LETTERS
Avoid typing your messages in all capital letters because IT LOOKS LIKE YOU’RE SHOUTING! 

Sin 3: hiding from confrontation
Don’t use email as a medium to shy away from face-to-face confrontation. 

Sin 4: hitting ‘reply all’ button by mistake
Because email is quick and viewed as a less formal medium than letters or memos, people can be careless in 
their eagerness to reply. Think before you bing.

Sin 5: verbosity or writing too many words, or not getting to the 
point, or too much information, or really rambling on, or…
A short and simple email is more likely to get the recipient’s attention.

Sin 6: think before you send
As a simple rule, if you are going to send an emotional or ‘angry’ email, write it, store it in your draft folder, read it 
again a few hours later and then re-evaluate how you feel. 

Sin 7: endless e-news 
If you currently receive e-newsletters you never read, unsubscribe! 

There’s no doubt that email can be a scourge on productivity and an added source of stress. Used inappropriately, 
it can even cause embarrassment and elicit unintended responses. But follow a few simple rules and apply a bit of 
self-discipline, and email can live up to its promise of being a fast and efficient communication tool. That’s it for now – 
gotta go – more emails to send!!

One in five people fall 

into the category of 

‘email dependent’, 

compulsively checking 

email and panicking when 

they can’t get access.
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a week) and nutrition together with planning my time in 
day/week/month chunks has really increased my overall 
productivity at CBRE and helped me allocate quality time 
to the family: Libby – my wife, and our three young boys – 
Max, Hugo & Oscar.

With the direct assistance of my PA, Sue Murray, who 
acts as my gatekeeper, we are now controlling distrac-
tions where possible, and spending at least half a day 
every week on planning and strategy. We’re also meeting 
every day to deal with day-to-day operational matters, and 
controlling incoming calls and walk-in meetings/interrup-
tions etc.

Both Sue and I are successfully using the ‘Visual Recogni-
tion System’ – colouring my diary so at a quick glance we 
can see where I’m spending most of my time.

Another focus has been trying to control the email at CBRE 
– we have started to educate employees and Andrew is 
also running productivity programs for all levels of our staff 
to educate people about how to use emails properly.

I can really see the difference with all the productivity 
measures that Andrew’s suggested, not to mention the fact 
that the fitter I become the more I can handle during the 

day both at work and at home…and with less coffee!!

‘stuff ’ and prioritised 
what were the most 
important five things 
to accomplish for the 
day. I stopped creat-
ing massive To Do lists 
at the start of each 
day. Instead I made a 
Will Do list and then 
started on what was most 
important. This also helps avoid time-wasters – those 
things that we do to put off the harder tasks that need 
to be done.

At the start of each week I made a similar list with the 
main items I wanted to complete. Working this way is 
a big improvement on productivity; it allows you to get 
a lot more done. 

When I coach people on this topic it is interesting 
to note that many people don’t really know what’s 
important. Well, they do know deep down, but they 
just haven’t allocated time to thinking about the bigger 
picture. 

I want you to think about your own time and how you 
spend it. Now I’m not talking about religion or rein-
carnation, I am talking about asking yourself what are 
the really important things in your life right now – and 
how much time do you allocate towards them?

Central to this are the key questions:

‘What is the most important thing I can be doing with 
my time right now?’

‘What do I do best?’

A mentor of mine when I first started in business 
was Dr Paddy Reynolds. Paddy ran a very successful 
medical practice in West Hobart and he gave me some 

wise advice: ‘Do what you do best – and outsource 
the rest’. While these may not always be possible due 
to cash flow restrictions, I think this is a great pro-
ductivity motto to live by. Focus on what you do best, 
linking back to the psychology switch – work in your 
strengths – and then team up with people who sup-
port you. Here are my tips.

Half-day uninterrupted lock out –turn off the mobile, 
turn off or just don’t check email, avoid constant inter-
ruptions and walk-ins.This works especially well when 
you have to write a report, finish a proposal or do 
some high-end cognitive planning.

Forced isolation – I use this concept when I have a big 
task to finish – like this book! A friend of mine owns 
an amazing holiday house on the coast. I regularly 
shoot down there to work. In fact, I wrote the majori-
ty of this book there. In two or three days at the coast 
I get more focused writing done than I do working for 
two or three weeks at home. 

Deletion – I like the old saying, ‘Sometimes you need 
to say no for a great yes down the road’. I call these 
deletions – it’s all about cutting out the yeses that you 
should be saying no to!

Planning
To make planning more effective, I like to break 
it down into daily, weekly, monthly, and quarterly 
planning.

Daily planning

Remember the 80/20 rule? Make the most of it by al-
locating five to ten minutes at the start of every day. 

List no more than five major tasks to accomplish for 
the day. Move away from To Do lists that grow and 
grow and make you feel increasingly out of control. 

Ask the following key questions:

What are five things I can do today that will make the 
biggest difference to my job/role/organisation/sales 
volumes etc?

What do I do best? How can I stay on this and out-
source the rest?

Is there anything that needs doing urgently that I’m 
better off getting someone else to do for me?

What can only I do?

What will make the biggest difference in relation to 
sales and output?

Weekly planning

Have a look at your weekly diary and work out where 
you can chunk similar tasks. Maybe you’ll do all your 
sales meetings on Tuesday and Thursday. Then follow-
up calls on Wednesday morning. Why not empty the 
inbox on Wednesday afternoon when your energy 
platforms are low anyway, and lock yourself away for 
a half day on Friday to bang out all your proposals and 
work on the business plan?

Priority management 
is about getting more 

done in less time.




