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#introduction

 Work smarter, 
not harder.  

True productivity  
is more than simply  

checking tasks  
off a to-do list:  

it is about getting  
the most out of every day.

For the fast-paced world of Finance, productivity is an essential means to an end. 
The means to spend more time on customer relationships and to deliver faster and 
higher quality services. It is also the route to focus on what really matters, to work on 
the projects you are really passionate about and to remain driven by what constitutes 
most of your day.

This white paper has been conceived as a ‘pick-list’ of best practices you can select 
and immediately apply to your organisation to help you work better. You will 
quickly realise that all it takes is a few adjustments to your daily work habits to see 
an improvement. Start with these simple tips and watch your efficiency soar!

#01 #05#03#02 #04
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One of the first secrets of getting more done 
is reducing the number of decisions you have 
to make throughout the day. Every day, you 
waste a considerable amount of time switching 
from one task to another, thinking about how 
to answer dozens of emails, going from one 
meeting to another… 

Great leaders, or masterminds like Barack 
Obama, Steve Jobs or Mark Zuckerberg, have 
one thing in common: they understood that 
they had to get rid of tiring tasks they could 
easily avoid, like choosing their outfit each 
morning. ‘Decision fatigue’ is the term they 
applied to when you have so many useless 
‘micro-decisions’ to take that you become 
drained of the essentiel energy and will required 
to take real decisions, such as launching a 
project or developing new skills. Efficiency is 
a mindset. It means taking the time to think 
about what is necessary, and what could be 
sidestepped. 
Taking this time, despite everyday situations 
and daily emergencies, is far from easy. It is 
always easier to carry on as you have been 

doing: to delete that spam email rather than 
unsubscribing from the mailing list, to take 
charge of that project rather than training 
someone to do it… And yet, here lies the key 
to efficiency: continuous improvement leads 
to huge differences. It is all about entering 
into a logic of investment, just like a firm 
would do: making short-term efforts to ensure 
long-term returns on investment.

The counterintuitive 
secret to getting things 
done is to make them 
more automatic, so they 
require less energy.  

Tony Schwartz, President and CEO of 
consulting firm The Energy Project, in the 
Harvard Business Review.

New technologies are a helpful ally to free up your time to work more efficiently. 
Start considering technology as your winning card: it can help you to be organised, 
focused and fast. Just let digital tools handle the dunning tasks - like performance 
reportings, file update and emailing - and go for the creative, interesting aspects of 
your work and life. 

#1  Embrace  
the efficiency mindset 

7 8
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#2  Set up a process  
to better answer 
customer requests

Reactivity is one of 
the basics to improve 
customer satisfaction. 
Nobody likes being put on hold on the 
phone or to have to wait several days before 
receiving an email response. Warren Buffett 
said it best: “It takes 20 years to build a 
reputation and five minutes to ruin it. If 
you think about that, you will do things 
differently.”

Financial services are no different from any 
other industry that wants to create and sell 
suitable products to answer client needs. 

A report by Accenture shows that financial 
services do now recognise the importance of 
linking client management, data intelligence 
and technology to create consistent branding 
and client service across different products. 

Generic product advice and services support 
will not do for today’s financial services 
customers. They expect their data to be 
leveraged into personalised advice and 
benefits, tailored to their life stage, financial 
goals and personal needs.
The challenge is to meet the growing 
expectations of clients who now expect a 
smarter, joined-up experience across multiple 
channels (email, phone, collaterals and so on).

Whenever customers contact you provide 
them with an easily accessible way to 
give feedback.

Whether i t  i s  an emai l  sur vey,  quick 
questions at the end of a phone call or 
a form on the “Contact Us” page of your 
website, make sure you learn about the 
good, the bad, and the ugly experience 

your customers have. It makes it easier 
for you to learn what needs improvement.
It also helps keep unhappy customers 
from voicing their displeasure on highly 
visible places like your social media pages. 
Not only will you discover touchpoints and 
skills that need improvement, but your 
customers will see that your firm is providing 
a top-notch and proactive customer service.

Give your customers a way to provide feedback

No matter how proactive you are, via emails or on the phone, you will never be 
able to get in front of every customer issue.

  Write down clearly what you expect from 
your recipient, at the beginning of the 
email. If you prefer one question rather 
than a long sentence, your contact will 
intuitively tend to answer this question.

  One question per email is optimal.  
If you have 2 questions, a phone call will 
be likely better.

  Organise information within a bulleted 
list. Your customer will then immediately 
understand what you are referring to 
and the discussion will be drastically 
accelerated.

   llustrate your points with photos, graphs, 
videos… one picture is worth a thousand 
words! A trick you can use for screenshots, 
GIF or videos in one click is ‘Cloud App’, a 
free app that even allows you to annotate 
your creations!

Clarify your emails
When you write an email, always have in mind that your goal should be to streamline 
any further exchanges. You have to be as clear as possible to avoid unnecessary 
answers.

9 10

http://www.getcloudapp.com
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Prioritise the requests

Certain customer requests will be more urgent than others. Instead of opening and 
answering all your emails one by one in the chronological order, you can skim the subject 
lines and choose the ones that ring a bell. A basic information request will obviously be 
less urgent than a customer complaint.

  Find out more about prioritisation

  Set up filters in your mailbox to easily 
identify your top 5 customers, your boss 
or your teammates. For example, identify 
your ‘VIP’ clients with a red tag: they 
will immediately pop out amongst your 
dozens of unread emails and you will be 
able to answer quicker.

  Automate receipt confirmation to emails 
you receive from a customer. They will know 
the email is in your inbox, taking the stress 

off the process. The first step of customer 
satisfaction has already been done, without 
requiring any action from you!

  Program automatic redirection if you 
are not the right contact person for a 
subject: for example, every email titled 
‘technical issue’ can be automatically 
redirected to your technical support. 
It will save you a lot of time and spare 
your Delete key.

Set up automatic emails

The emails you receive (from customers but also from colleagues, partners or 
personal ones) provide a great deal of information – recipient, subject, date, etc. 

They can all be used to automate actions that will make your life easier and save you a 
lot of time:

 
Just read the subjects  
and choose the ones 

that ring a bell
  

12
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#3  Define a project 
management process

Consolidating performance reportings, 
financial statements or corporate reports...

Any project can quickly 
become time-consuming 
if you do not set up the 
right process from the 
beginning. 

The best project managers ensure they are 
productive for most of their time and avoid 
time-wasters at all costs. Here are some tips 
that can help you manage your time more 
efficiently and close your projects faster.

If you are a good cook, you will notice that 
this method is also used to follow a recipe:  
always start by turning the oven on before 

chopping vegetables!

13 14

  Tasks you can delegate: brief an exter-
nal service provider, distribute tasks to 
someone on your team…

  Tasks entailing further delay such as 
asking for authorisation or verification 
from a support service like Legal or Com-
pliance, downloading a very heavy file, 
processing data, turning the oven on…

If you are wondering if you should launch 
an active or a passive task, always start with 
the passive one. Why? Because the other 
stakeholders involved in your project will 
be able to start working on their tasks while 
you will be working on your ‘active’ tasks. 
Using this method, you will make sure that 
you do not have to wait for someone else 
to finish something when you have already 
completed your part.

Start with passive tasks

‘Passive’ does not mean that you do not have anything to do. These below are 90% 
passive tasks, but you still have to do something to launch them:
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Set Deadlines

Set deadlines for every passive task you 
launch, plan due dates in your own calen-
dar to impose time constraints… A time 
constraint will push you on focus and be 
more efficient, even if you end up having 
to go back and add a little later.

Do not forget to set ‘pleasant’ deadlines 
such as sports sessions to clear your brain and 
think about something else than your project. 
Stepping away from that page or screen will 
allow you to come back to your work with a 
fresh mind and a fresh pair of eyes.

Deadlines can be a good antidote to procrastination.

It is sometimes hard  
to dig into a huge 
project. It can be like 
a mountain you must 
climb: the more you look 
at it, the higher it will 
look. 

However, if you start climbing it, the top 
will not seem so difficult to reach after all. 
The Stepladder Technique is a step-by-step 
approach that helps you divide your project 
into tasks and sub-tasks, simple enough to 
be rapidly achieved. To cross the mountain, 
imagine that you are leaning a ladder against 
the mountainside. Each rung represents a 
sub-task. The first rung may even fall beyond 
the strict scope of the project. This is more 
about giving you the motivation to climb to 
the next rungs.

Use the Stepladder Technique Anticipate project setbacks

Remember that even with the best planning 
and attention to detail, your project may still 
encounter some challenges. 

Pay attention to complaints from stakehol-
ders or colleagues, and other warning signs, 
such as a missed deadline or cost overrun, 
that there may be a problem. Preventing a 
crisis will keep your project running smoo-
thly, save you a lot of time and keep you, 
your team, and your stakeholders confident 
in progressing with the project. 

For example, you can carry out a risk ana-
lysis to identify the possible threats that 
you may face, estimate the likelihood that 
these threats will materialize and how you 
could manage them. 

Risk analysis is useful when you are plan-
ning projects, to help you anticipate and 
neutralise possible problems and equally 
when you are deciding whether or not to 
move forward with a project.

Even the best-laid plans can go awry...

The Sprint Methodology 

The ‘sprint’ methodology is mainly used by IT teams within an 
agile organisation but can in fact be applied to several other fields 
and teams. As with the start of any project, a sprint begins with a 
meeting, or ‘kick-off’, during which the sprint itself is planned.This 
is the work that needs to be completed during the sprint and the plan 
for how much time it will take. 

Daily stand-up meetings are held to assess the project’s progress, to 
make decisions and face challenges. When the sprint comes to an end, 
the project team presents its completed work to the customer 
or project owner.

This methodology shortcuts endless-debate cycles and compresses 
months of work in a short period of time – a week, for example. 
It allows you to fast-forward into the future to see your finished project 
and quickly get a sense of achievement.

HOW
UPSLIDERS

WORK
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Tuesday, 5pm. You have just been told that the executive committee 
meeting has been brought forward. You have to complete your 
monthly report by tomorrow. You need to pick up your children 
from the nanny at 7pm and tomorrow is your day off. Let’s face it: 
you are panicking. How can you get away with it? 

Follow the FAST method

It is simple, by following these four steps:

T
wenty-Eighty rule: in any situation, 20% of input or activity are 
responsible for 80% of outcomes or result. In your case: focus 
on the data and make sure your report fits the expectations of 
your target – in your case, the executive committee. There is 
no use for these additional great slides you wanted to add by 
excess of goodwill.

S peed: accelerate manual operations. In your case: stop 
wasting valuable time on formatting and design, automate 
the positioning of your boxes and import your graphs from 
Excel to make sure that figures are up-to-date.

A utomation: automate repetitive actions. For your monthly 
report, it means digging in your library of slides to identify 
the ones you can use as is.

F undamentals: establish a solid basis to save time on further 
tasks and lay down the fundamental building blocks of your 
work. In your case, start by opening your report and assessing 
the situation to measure the workload.

17 18

#4  Accelerate  
your delivery flow

Sometimes, being focused and motivated is just not enough to be more efficient. To achieve 
your productivity goals, what you need at the moment is to accelerate your delivery flow.
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Consultants are all familiar with their full-time 
equivalent (FTE) price and how much their 
clients pay for it. It can be harder in Finance 
to measure how much money your actions 
make. Nevertheless, you can still calculate an 
estimation based on your net wage (doubled 
to integrate expenses and overhead costs).

This will help you determine which tasks can 
be done internally, which ones need to be 
outsourced and how much you can invest in 
tools to boost your productivity.

Do not forget to measure the psychological 
cost of redundant tasks. In the end, the 
question you must answer is:

Measure your time in full-time equivalent

Be more digital

There are several digital tools that can save you a lot of time via simple actions.

For example, stop printing entire emails just because you need one sentence in them 
when you can use ‘Print What You Like’, an app that prints only the useful part of a do-
cument. Need to sign a contract? Open it with ‘Acrobat Reader ’ and add your signature, 
stamp or initials pre-scanned. You can also use an app like ‘iScanner ’; it is way faster than 
an ‘old-school’ scanner and just as efficient!

The basic rule to determine if the investment  is worth the work: learn to value your time.

To help you, fill in the ‘Morningness 
Eveningness Questionnaire’ by Horne-
Ostberg: it will give you advice about your 
‘circadian rhythm type’ and determine 
whether you are you an Owl or a Lark. Once 
you know that your concentration peak is 
in the morning or in the afternoon, you 

can adapt your time schedule accordingly. 
Usually, mornings are more productive so 
define a morning routine to get the best 
of this prime time. For example, set out 3 
tasks you absolutely want to achieve rather 
than starting the day reading your emails…

Exploit your biological prime time

We all have a biological prime time: a moment in the day when we reach the 
heights of creativity and motivation. If you can identify this prime time, you can 
determine when you should launch an important project - or when you would 
be better going to grab a coffee. 

How much am I willing  
to pay to save

ONE  
H € UR?
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http://www.printwhatyoulike.com
http://www.iscanner.net
http://www.cet-surveys.com/index.php?sid=61524    
http://www.cet-surveys.com/index.php?sid=61524    
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  Press the Windows key, type Control Panel, and then press Enter;
  Click Hardware and Sound;
  Under the Devices and Printers section, click Mouse;
  In the Mouse Properties window, click the Pointer Options tab;
  Under the Motion section, slide the bar right to get your preferred pointer speed. Click 
Apply, then OK.

Your mouse may seem a bit out of control at first, but after a few minutes you will not want 
to switch back to your previous setting. If you are using a touchpad, the rule is simple: 
when you slide across the touchpad, the pointer should at least go from one border of the 
screen to the other.

Accelerate your mouse pointer speed

It can seem trivial, but the very fact of just be accelerating the speed of your mouse 
pointer can change your life:

Move the cursor and click is way slower 
than using keyboard shortcuts. 

Our advice:  
let go of your mouse! 

Any time you will invest in learning keyboard 
shortcuts will be more useful than you could 
ever imagine. The best practice is to learn 
them one by one and keep practising as 
much as you can. Here are the most useful 
shortcuts:

Use shortcuts 

DOWNLOAD THE KEY OFFICE SHORTCUTS

Move throught the text: Ctrl + Keyboard Arrows
Update table of contents: F9
Change text level: Alt + Shift + Left/Right Arrow
Go to last edit: Shift + F5
Jump to beginning of document: CTRL + HOME key
Jump to end of text in document: CTRL + END key

Repeat action: F4
New document: Ctrl + N
Replace text: Ctrl + H
Find text: Ctrl + F
Edit selection: F2

Close application: Ctrl + Q
Close document: Ctrl + W
Bold: Ctrl + B
Italic: Ctrl + I

Paste Special: Ctrl + Alt + V
Select a row: Shift + Space
Select a column: Ctrl +Space
Add a cell / row / column: Ctrl + Shift + = 
Select all: Ctrl + A 
Fill to the right:  Ctrl + R 
Fill down: Ctrl + D 
Navigate between the sheets: Ctrl + PgUp/PgDn 
Navigate to the last/next nonblank cell: Ctrl + arrow 

Insert slide: Enter from slides thumbnails
Change text level: Alt + Shift + Left/Right Arrow
Select all shapes in slide: Ctrl + A
Select all slides: Ctrl + A
Duplicate object: Ctrl + drag object
M o v e  o b j e c t  h o r i z o n t a l l y  o r  v e r t i c a l l y :  
Shift + move object
Move object precisely: Alt + move object
Start slideshow from beginning: F5
Start slideshow from current slide: Shift + F5
End slideshow: Esc

Key Office shortcuts

http://www.upslide.net/wp-content/uploads/2018/01/tips-efficiency-work.pdf
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Do you think
your typing speed  
is a minor slowdown? 
Think again. In the United States, typewri-
ting is taught at school as one of the 
basics. To type faster on your keyboard, 
you need to make sure your fingers are 
in the right position. 

The goal is to never look at your keyboard 
while you are typing and minimise finger 
movement.

Your forefingers should be placed on the 
‘F’ and the ‘J’. Your thumbs should press 
the space bar and each finger should 
reach specific letters - for example, on 
an Azerty keyboard, your left ring finger 
types ‘Z’, ‘S’ and ‘X’. On a Qwerty key-
board, it should be the ‘W’, ‘S’ and ‘X’. 

Optimise your fingers position on the keyboard
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  If you are the meeting organiser, arrive 10 
to 15 minutes before the start to ensure 
there is no technical issue (so connect 
the computer, check the WIFI, etc, …). 
Any delay, even a minute, is a loss of time 
multiplied by the numbers of participants. 

  Jeff Bezos devised an interesting rule 
to limit the number of participants to 
a meeting: 2 pizzas should be enough 
to feed everyone. In other words, there 
should not be more than 4 to 6 people.

  Maybe you are familiar with Parkinson’s 
law? ‘Work expands so as to fill the time 
available for its completion.’ A 30-minute 

meeting should be long enough to take 
any decision. If you need even less time – 
and if you want to add a ‘start-up touch’ 
– organise a ‘stand-up meeting’: invite the 
participants to remain standing. It ends 
lengthy discussions, every time!

  To maximise concentration, establish a ‘no 
cell phones; laptops down’ rule: you will 
make sure that all participants are really 
focused on the core topic. Make sure 
everyone is aware of the agenda before 
they arrive: the meeting should end with 
decisions taken, next steps and deadlines 
for each task.

  Several people have a say in a decision 

  The meeting is a brainstorm

  I t  cheers the team up or, on the 
contrary, is organised to announce  
a hard decision

First, cancel the non-useful meetings. According to the Economist Thomas Sowell, 
a meeting is useful if:

In most companies, employees spend an enormous amount of time in meetings: 
from 20% of the time for juniors to almost 80% for seniors’. 
But often, meetings are not efficient: they are too long, too time-consuming, they involve 
too many people and fail to result in any decision-making.

Accelerate your meetings

Name a Scrum Master for every meeting

The Scrum Master, as in agile IT development methodology, will 
handle the role of Time Keeper during the entire meeting. He 
will make sure that everyone has a chance to speak and that the 
subject of the meeting does not change. He will also ensure that 
the meeting ends with a retrospective. Are the goals set and clear? 
Was the meeting efficient? What could be improved next time?

HOW
UPSLIDERS

WORK

If your meeting is genuinely useful, here are some tips to get the best out of it:
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#5  Stay organised

Have you heard about 
the Zeigarnik effect? 

Named after the Psychologist who first 
observed it, the Zeigarnik effect assumes 
that uncompleted tasks stay on your mind 
until you finish them. Zeigarnik discovered 
that adults remember interrupted tasks 
90% better than completed tasks, and that 
even children are more likely to recall the 
uncompleted tasks.
Since we experience intrusive thoughts 
about uncompleted tasks, the key to 
productivity is working in focused periods 

of time, while avoiding multi-tasking and 
disruptions. Getting a task done means 
peace of mind, while intrusive thoughts 
mean that you will experience anxiety 
when leaving a task unfinished to focus on 
something else. Since multi-tasking is simply 
diverting your attention from one task to 
another (basically making the new task an 
interruption), your brain will not allow you 
to fully focus on the new task because you 
have left the previous one uncompleted.

The best solution is to organise your work 
in such a way that it will allow you to focus 
deeply on what you are doing.

If you are rational: 
Try the ‘Get Things Done’ methodology

Getting Things Done, or GTD, is not a 
guilt-laden order but a system for getting 
organised and remaining productive 
created by the Productivity Consultant 
David Allen. 

This organisational system does not assign 
rules around how you actually do your work. 
Instead, it focuses on how you capture the 
work you need to do, organise it and choose 
what needs your attention.
At its core, GTD stands on five ‘pillars’  
or steps to getting and staying organised:

  Capture everything: your to-dos, your 
ideas, your recurring tasks, everything. Put 
it in a pen-and-paper notebook, a to-do 
app, a planner… whatever tool you use 
must fit into your normal flow.

  Clarify your tasks: do not just write down 
‘Organise a seminar ’ but break it down 
into actionable steps so there is no barrier 
to just doing the task.

  Organise those actionable items by 
category and priority: assign due dates 
where you can and set reminders, so you 
follow up on them. Pay extra attention to 
each item's priority, as well. You are not 
completing any of the items on your list 
right now; you are just making sure they 
are in the right buckets for later, and that 
your reminders are set.

  Reflect on your to-do list: look over 
your to-dos to see what your next action 
should be. This is where the clarifying step 
pays off, because you should be able to 
pick something you have the time and 
the energy to do right away. If you see 
something that is so vague that you know 
you will not be able to just pick up and 
run with it, break it down.

  Engage and get to work: choose your 
next action and get to it. Your system is, 
at this point, set up to make figuring that 
out easily. It is time to get to work.

To sum up, GTD gives you a way to get 
everything you need to remember, out of 
your head, and into a system that can re-
member it all for you, organise it and break 
it down into pieces you can work with. You 
can spend less time thinking about what to 
do and how to work and more time actually 
working.

To get things 
done

Add a project

Project A

Project B

Validated 
ideas

Add a project

Project A

Project B

For the next 
week

Add a project

Project A

Project B

Project C

Project D

Urgent 
projects

Add a project

Project A
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If you are digital:  
Try note taking apps for your to-do lists

To-do lists are the best solution to help 
your mind focus on one task at a time. 
Whenever you have an idea, a new pro-
ject or just something on your mind, 
write it down. It will free your mind but 
also maximise your chances of comple-
ting these various duties.

The Dominican University of California 
conducted a study with two groups of 
people: The first one had to think about 
their goals and the second one to write them 
down. The second group achieved 40% 
more of their objectives than the first one.

Of course, you are probably familiar with the 
to-do list concept; but are you fully exploiting 
it? If you are a tech-savvy, you may prefer 
a complete note-taking app to traditional 
note pads. Tools like ‘Post-Its’ or ‘OneNote’ 
on Microsoft, ‘Evernote’, or even a project 
management tool like ‘Trello’ can help you 
remain organised. All these tools can be 
easily synchronised between your devices 
and shared with colleagues. You can also 
classify your notes by categories and add 
filters to quickly search for specific items.

Schedule meetings with yourself

Block time off on your calendar where you will not be disturbed 
to work on a specific task. Turn off your email and message noti-
fications (or better yet, disconnect from the internet entirely), and 
focus on a single important task for an hour or two. Each of these 
time zones should be used to complete an entire task of your to-do 
list. Set specific objectives: like ‘finish the performance reporting 
for Q1’ or ‘update the monthly presentation’… 

Try not to focus on how long something takes to complete, but 
rather on what you accomplished in your timeframe. One way to 
assist you with measuring your results is by generating ‘done lists’. 
This is simply an ongoing log of everything you completed at the 
end of the day. By keeping this list, you will feel more motivated 
and focused, since you can actually see what you accomplished.

HOW
UPSLIDERS

WORK

If you are creative:  
Try the Bullet Journal ‘Rapid Logging’ method

Bullet journals can be seen as 2.0 to-
do lists. 

It is an organisational system created by 
Ryder Carroll, a Digital Product Designer, 
that cumulates the roles of to-do list, 
sketchbook, notebook, calendar and diary. 

A good way to look at the bullet journal is 
as a framework: this framework consists of 
several modules designed to help collect 
and organise specific kinds of entries. 

The most common ones are the Daily 
Log – where you write down your day-
to-day tasks, events, notes; the Monthly 
Log – a calendar and task list giving you 
a birdseye view of your entire month, and 
the Future Log – used to store items that 
either need to be scheduled months; in 
advance… or things that you want to get 
around to, someday. 

Most of the times, the first few pages of the 
journal are used as an index (or summary) to 
quickly find and reference your various topics.

If you want to learn more about this 
method, we advise you to watch Ryder 
Carroll’s TEDx Talk, ‘How to Lead an 
Intentional Life’.

Bullet journals use a method called 
‘Rapid Logging’ that speeds up the 
utilisation of the book. Rapid Logging 
consists of four components:

  Topics and Pages Numbers: a topic is 
simply a short descriptive title on the 
top of each page, to clarify the entries 
of the page. Pages numbers are noted 
in the index to easily find the entries.

  Bullets: as implied by the name, bullet 
journals rely on the use of short-form 
notation paired with bullets. Every bul-
leted item should be entered as a short 
objective sentence.

  Tasks: these include any kind of actionable 
items and their stage:
X = Task Complete 
> = Task Migrated 
< = Task Scheduled

  Events: these are represented by an ‘o’ 
Bullet. Events are date-related entries that 
can either be scheduled (for example, 
‘Charly’s birthday’) or logged after they occur 
(‘RFP response completed’). Ryder Carroll 
imagined the bullet journal as an evolving, 
adaptable practice meant to be self-curated 
as you determine what works best for you.

https://www.onenote.com/download?omkt=fr-FR
https://evernote.com/intl/fr/
https://trello.com/
https://www.youtube.com/watch?v=ym6OYelD5fA&t=1s
https://www.youtube.com/watch?v=ym6OYelD5fA&t=1s
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#6  Use  
the right tools

However, if you  
cannot help it, it is best  

to take a ten-minutes break  
to check your notifications.  
When you will be done, you  
will be able to go back to  
your work and be really  

focused.

Nowadays, it can be 
hard to turn away from 
temptation. 
Notifications are everywhere, videos are 
in autoplay mode and user experience 
is always improved to keep you from 
disconnecting. At work, as in your daily 
life, you need to avoid temptation. There 
are two types of tools for that: blocking 
and parking tools. 

  Blocking tools prevent you from 
connecting to your favourite apps 
dur ing a def ined t imeframe.  For 

example, ‘StayFocusd’ is a free browser 
plug-in that lets you limit access to 
the websites that you use to distract 
yourse l f ,  keeping you dia l led in 
for important tasks. ‘Freedom’ is an 
equivalent for your mobile phone or 
tablet.

  Parking tools save the articles, videos 
or podcasts you are interested in for 
later. You can keep reading or watching 
your favourite contents when the time 
is right. Try ‘Pocket’, an extension that 
saves your contents in one click on your 
browser… but also on your smartphone 
via an app.

Install blocking/parking tools
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There are a lot of technologies being developed to help you 
organise your work, to use your time effectively and make your 
life easier. Here are a couple to try out that can help you increase 
your productivity at work.

https://chrome.google.com/webstore/detail/stayfocusd/laankejkbhbdhmipfmgcngdelahlfoji?hl=fr
https://freedom.to/
https://getpocket.com/
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Emails can be amazingly time-consuming. They keep interrupting you, conflicting 
with both  deep working principles and the Zeigarnik effect. 

In many companies, 
emails are not used  
properly.

They should launch important information 
only and lunch invites, FYIs and group replies 
should be moved to an instant messages 
conversation or corporate social network.

Even though apps like ‘Slack’ or ‘WhatsApp 
Business’ are not about to replace emails, 
they can still smooth the communication 
and reduce the email flows. You need to ask 
the opinion of a colleague on one of your 
projects? Organise a team lunch? Prioritise 
chat over email.
After a while, your inbox will contain im-
portant work-related information only. Your 
chat app, on the other way, will centralise 
your internal and external communications 
in one place.

‘Skype Business’ or ‘Lync’ are the most fre-
quently used professional messaging apps 
but ‘Slack’ or ‘WhatsApp Business’ can also 
be interesting substitutes if you are working 
in project mode or in need for a mobile app.

Move from emails to chat

  Voice-to-text is the new shorthand typist. 
Google, Microsoft and Apple all developed 
powerful voice recognition programs with 
an error rate lower than 5%.... i.e. less than 
human transcription. If you are not already 
doing it, start using your phone speech 
recognition to dictate text messages, send 
emails or even search for something on the 
Internet. It will be way faster than typing!

  Facial recognition is about to become 
the new normal in the security field. Some 
smartphone operating systems already use 
this technology to prevent you from typing 
a password to unlock your device. Facial 
recognition is a faster and safer way to 
protect your smartphone’s personal data. 
The next step: online transactions using 
face ID, lowering down the chances of fraud 
to ‘one in a million’ according to Apple.

  Meeting follow-ups can now be upgraded 
using AI. You feel like your meetings are not 

productive enough? Ideas are being lost 
in the air? Follow-ups are botched? The 
start-up Voicera created an AI-powered 
meeting software to solve that problem. 
It will take notes, process the meeting and 
send a summary of it to participants. It also 
could be instructed to do action items, 
such as send a copy of a presentation to 
everyone in the meeting.

  Virtual assistants are no longer science 
f ict ion. Organising an appointment 
or setting a meeting date is neither 
interesting nor quick. Virtual assistants 
are now suf f ic ient ly  deve loped to 
take  on the  ro le  of  an  execut ive 
assistant. The French start-up Julie Desk 
developed a simple concept: include  
julie@juliedesk.com in copy of your emails 
and she will handle your calendar, answer 
to your contacts and even propose several 
timeslots according to your calendar 
availability and favourite restaurants.

Rely on artificial intelligence

Deep learning, machine learning, data science, this vocabulary is becoming part 
of our daily life and disrupting our ways of working. 

The application of artificial intelligence is particularly promising for financial services: 
some banks have already added AI surveillance tools to thwart financial crime, while 
others have deployed machine learning for tax planning. In fact, artificial intelligence 
is already powering many tasks in everyday work life:

Trust your inbox search engine
If you are one of those who cannot rest until their email inbox is 
cleared, you probably spend several hours each month filing emails 
in folders. To save time and energy, stop classifying everything 
per project, per client or per date! Nowadays, search engines are 
smart enough to find any email – even the one you deleted! – with 
a few keywords. Besides, categorising your emails faster than a 
speeding bullet will not ensure that they are dealt with! It seems 
best to adopt an appropriate method. 

 Have you heard about the Inbox Zero?

HOW
UPSLIDERS

WORK

https://slack.com
https://www.whatsapp.com/business/
https://www.whatsapp.com/business/
https://www.juliedesk.com/
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A big part of being effective at work is learning to say no. Figure out what really matters: 
which tasks actually move the needle on your primary goals? Which projects have the 
biggest impact on your bottom line? Cut the busywork that does not actually amount to 
anything. It may seem obvious, but it is not always that easy to know how to prioritise. 
People often mistake professional conscience for ability to say ‘no’. Prioritisation is, indeed, 
a real strategic asset to improve your efficiency.

Each day, identify the two or three tasks that are the most crucial to complete, 
and do those first.

Follow the Three Tasks Rule

Why three and not two, or four? Hard to say. 
However, if you try it, you will quickly find 
that it works. Three is a good compromise: 
neither too many nor too little.

Try to ask yourself, every morning: 
‘What are the 3 things I need to achieve to 
be happy with my work at the end of the 

day?’ Begin with the hardest one and keep 
going until you finished your 3 tasks. Once 
you are done, the day has already been a 
success. You can move on to other things, 
or you can let them wait until tomorrow. 
You have finished the essential. 

#7  Prioritise  
everything

34
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Timebox your tasks

Once your 3 tasks of the day are defined, you need to ‘timebox’ them. Timeboxing 
is mainly used by  Scrum Masters in IT projects. 

Visualise your week with the ‘2-Hour Solution’

It is a method of spending 2 hours each 
week for the purpose of mentally creating 
the next week of your life. At the end of each 
week, take 2 hours to reconnect with your 
goals, assess what has been working and 
what has not, and schedule your calendar 
for the upcoming week.

How does  th i s  d i f f e r  f rom norma l 
scheduling? You schedule your ‘green 
time’ (the work that gets you paid, such 
as consolidating reportings and managing 

financial dashboards), ‘red time’ (the time 
that supports your green time, like attending 
a meeting or planning a work lunch), ‘flex 
t ime’ (unblocked time to prevent the 
unplanned from unravelling your plans, 
like a change of priorities), and ‘recreation 
time’ (the time to take care of yourself – i.e. 
hobbies, exercise, relaxing, etc). Visualising 
things before they happen puts you in the 
right mindset to achieve your goals. Most of 
the time you will find that you do not even 
need the full 2 hours to make this effective.

The ‘2-Hour Solution’ was created by Roger Seip, author of Train Your Brain for 
Success.
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It means allocating  
a timeslot dedicated 
to the completion  
of the task.
The very fact of writing it down will prevent 
you from planning other meetings and will 
guarantee you to wrap the whole thing up. 

If you follow the ‘3 tasks rule’, you will have 
at least two or three ‘timeboxed’ slots every 
day and you will automatically reduce the 
time you spend attending meetings.

However, regardless of the length of the 
slots you choose, your calendar must be 
central in your daily organisation. A free 
calendar means less deep working time, 
so do not hesitate to timebox everything: 
time to process your emails, breaks, working 
periods, extra-professional activities…
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#8  Focus,  
really focus

Just 15 years ago, office life 
meant individual offices, 
fountain pens, piles of 
paperwork and a ringtone 
every now and then. 
It was certainly less friendly than today’s 
open-spaces, but it had one advantage: you 
were less likely to be disturbed.

Nowadays, a normal day sounds more like 
that: emails popping every 2 minutes in your 
inbox, 3 to 5 meetings a day, notifications 
dinging and donging in your earphones 
and colleagues occasionally tapping on 
your shoulder to ask your opinion. A study 
conducted by the University of California 
estimates that an office employee works 
only 11 minutes between two interruptions!

De facto, multitasking is one of productivity’s 
worst enemies. A Swedish Scientist even 
theorised it in the fifties: the Carlson law 
postulates that a task carried out conti-
nuously requests less energy and time than 
a task achieved in several steps. Doing more 
than one thing at a time may seem like 
the best way to get all of your tasks done, 
but it actually hurts your productivity more 
than it helps.

Here are some tips to help you immerse 
yourself in your work and be more efficient.

Real emergencies: an important 
customer needs an immediate answer; 
the network infrastructure broke down 
and you lost all your files…

 The situation is too complex to 
be handled by email: in that case, 
plan a phone call to avoid any 
interruption – on your side, but 
also on your interlocutor’s side.

Scenario A Scenario B
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Conversely, synchronous communication requests a time synchronisation: face-to-face 
conversation, phone or chat. It generates interruptions in your workflow and should be 
restricted to important subjects, such as the launch of a new topic or project. In that 
case, a talk will be the occasion to create emulation and enthusiasm around this project. 

In any other case, limit asynchronous communication to 2 scenarios:

Asynchronous communicat ion i s  communica-
tion that can be sent at any time without need for 
the sender and receiver to be time-synchronised.  
For example: mail, text messages, emails… 

Switch to asynchronous communication
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Adopt the Inbox Zero methodology

Have you heard of Unroll.me or Cleanfox? 
These apps were created to unsubscribe easily from whatever you 
do not want. Instantly see a list of all your subscription emails and 
choose the ones you want to unsubscribe from, all at once. You 
can even combine the remaining ones into a single daily digest!

HOW
UPSLIDERS

WORK

The day-to-day objective is clear: 0 email in 
the inbox. Each time you check your inbox, 
you immediately take an action on this email:

  The email that does not need a reply or 
an action from you: read it, take notes if 
necessary and archive it. This is the core 
of Inbox Zero philosophy: just archive! It 
only takes a second and, furthermore, it 
should be easy to search for an archived 
message thanks to the search bar.

  The email that requires you to do 
something: if it can be done in less than 2 
minutes, just do it now. If it will take more 
time, delegate when possible or add the 
task to your to-do list. Once the decision 
is made, archive it!

  The undesirable email: This is usually the 
newsletter, the useless ad, that email just 
polluting your inbox − and your attention. 
But before you do archive/delete this one, 
take an extra minute to open it, search 
for the unsubscribe link that is probably 
at the bottom of the email and click on it. 
The few seconds you systematically invest 
in doing this will considerably reduce the 
number of undesirable emails you will 
receive later. This is good investment!

The Inbox Zero methodology is often mentioned by productivity gurus to improve 
serenity and clear-headedness. 

The concept is simple, yet efficient. It does not rely on anything but the capacity of archi-
ving, an efficient search engine and rigour in everyday life. The biggest valuable change 
observed by the users of this method is the ability to decide quickly. Your mailbox will 
rapidly be reliable without being a source of stress.

Read itDo it right now
Add it to  

your to-do list
or delegate

Unsubscribe

YES NO

YESNO

ARCHIVE

Does it need you to do something?

UNDESIRABLE 
E-MAILRELEVANT EMAIL

YOU JUST RECEIVED AN E-MAIL

Does it take you more than  
2 minutes?
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https://unroll.me/
https://www.cleanfox.io
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The War Room Concept
Deep Working is great when you work alone, but what if you need 
some of your colleagues to move forward on a project? The bigger 
the project gets, the more challenging it is to work on it. That is 
when the communication becomes the major factor. The idea of 
War Room is to gather all the vital information in one place for 
several hours and brainstorm with all the people who are working 
on a particular project. The key decision-makers are given the most 
relevant information, all the obstacles are quickly identified and 
removed, and co-operation between the team members increases 
– everything in order to deliver the project in time!

HOW
UPSLIDERS

WORK

  Try productive meditation to train your 
brain to focus by thinking of a single pro-
blem that you want to solve. Hold that 
problem in your mind for a set period of 
time – for example, go for a walk and keep 
thinking about your problem even when 
you see your mind wandering from it.

  Define a fixed outcome that you are 
striving for. It will let your brain know what 
it is supposed to be working on and pool 
its resources towards that task.

  Prepare for deep work: just as a long-dis-
tance runner stretches his muscles before 
a run, you may need to adopt some rituals 
to prepare for deep work. It could be 
as simple as cleaning off your desk and 
hanging a ‘Do Not Disturb’ sign on your 
office door or wearing earphones - any-
thing that tells your brain that it is time 
to shut off the rest of the world and focus 
on the task at hand.

The purpose of deep working is not only to 
save time and gain productivity. The method 
is also meant for you to reconnect with the 
time you will save. 

Think about what you will do with all this 
free time: will you do more of the work you 
enjoy? Will you leave a bit earlier every 
evening? Will you take a day off per week? 
Will you engage in volunteer programs, 
skills training… 

These activities can be a source of happiness 
but also give you food for thought. Consider 
this free time as a field of possibilities: what 
new source of enjoyment will you find today?

Every time you sit down to work on something, 
a ping, ding or dong stops you in your tracks.

Cal Newport, author of Deep Work: Rules 
for Focused Success in a Distracted World, 
calls this phenomenon a ‘fracture of our 
attention’ created by distractors like emails, 
notifications or even social media.
To repair this fracture, Newport imagined a 
practice called Deep Working. 

  
Deep work is  
when you focus  
without distraction  
on a cognitively  
demanding task  

‘You work on it as hard as your brain is 
capable for an extended amount of time 
without any distractions’, he says. 

The idea sounds great but engaging in 
deep work is not as simple as setting aside 
a chunk of time to work on something. For 
Newport, it means ‘treating your attention 

like a professional athlete might treat their 
body’. It also means training your brain to 
focus. In order to engage in deep work, here 
are a few habits you might need to develop:

  Embrace boredom: improving your ability 
to focus means training your brain to be a 
little bored. Try it next time you are standing 
in the line or waiting for your train. Reduce 
the urge to whip out your phone and be 
okay with being a little bit bored. 

Dr Teresa Belton, American education 
expert, observed that boredom gives 
children the opportunity to develop their 
innate ability to be creative. ‘Children 
need to have stand-and-stare time, time 
imagining and pursuing their own thinking 
processes or assimilating their experiences 
through play or just observing the world 
around them’, she says. 

For the sake of creativity 
perhaps we need to slow 
down and stay offline 
from time to time.

Try ‘Deep Working’ 

It happens all the time. You start out the day with great intentions to get that financial 
report done only to find it is 5pm already and you have barely scratched the surface.
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In positive psychology, flow, also known as ‘the zone’, is the mental state of ope-
ration in which a person performing an activity is fully immersed in a feeling of 
energised focus, full involvement and enjoyment in the process of the activity. 

Experience the ‘flow’

In essence, flow is characterised by com-
plete absorption in what one does, and a 
resulting loss in one's sense of space and 
time. This concept, named by Psychologist 
Mihály Csíkszentmihályi in 1975, has often 
been experienced by entrepreneurs like Bill 
Gates during his ‘Think Weeks’. Twice a year, 
the Founder of Microsoft spends time away 
from his family and friends thinking through 
both his personal goals and the direction 
of the company. He had some of his most 
brilliant ideas during these ‘Think Weeks’.

Flow experiences are predicated to lead 
to positive affect as well as to better per-
formance. Complete involvement, great 
inner clarity, intrinsic motivation and sense 
of serenity are just some of the feelings 
described by people who have experienced 
flow. All these can be applied to workplace 
since Csikszentmihályi only describes three 
conditions to achieve flow: 

Clear goals, immediate 
feedback and balance 
between opportunity  
and capacity. 
This experience will not only boost your 
work performance and lead to higher pro-
ductivity and innovation, but also foster 
individual benefits like a sense of greater 
happiness and accomplishment. So why 
not give it a try?

Want to know more about flow? 

Limit email reading to 3 times a day
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An office worker checks his email about 
every 15 minutes. 

According to Alex Moore, CEO of email 
productivity solution Boomerang, it takes 
64 seconds for a person to recover from 
being interrupted by an email notification.
Try to force you to check your inbox only 

3 times a day: in the morning – but ideally 
after you completed your morning tasks, 
for example just before your lunch break 
–, during the afternoon and the evening 
before leaving the office. You can send and 
receive the same amount of emails in 20% 
less time by checking your email less fre-
quently, Moore said.

WATCH THIS TED TALK

https://www.boomeranggmail.com/
https://www.ted.com/talks/mihaly_csikszentmihalyi_on_flow
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#9  Take care  
of your brain

Shake up your working habits

Whether it is a walk around the block, a 
run to the nearby coffee shop, reading 
a magazine or visiting with a colleague, 

taking short breaks can 
make a huge difference 
in your performance. 
Also, you can just change your posture: 
try standing desks for example. It can 
prevent you from tightening up and 
slouching all day. You can use a stability 
ball to increase your posture, or even get 
yourself a massage. 

An ergonomic office chair, a sit-stand 
workstation or short walks and small 
stretches throughout the day, can help 
improve your overall balance, stimulate 
productivity, and increase your comfort 
while working.

Working remotely can also help you 
increase your efficiency by getting more 

done in less time. While the office is an 
environment that can foster collective 
energy and resources, it can also hinder 
our productivity. 

A study by the Harvard Business Review 
found that employees who worked from 
home were more productive and less likely 
to quit their jobs.

If you do not have the opportunity to work 
remotely, try to get away from your 
desk for a brief change of scenery. If 
your employer allows it, take some time 
to work in a different environment. Head 
to the library or a local park, find a place 
that is quiet and full of natural light. 
Some studies prove that natural lighting 
promotes productivity, improves your 
health and can have positive effects on 
your behaviour and mood. 

This can help spur new ideas or shed new 
light on an old problem.
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Not everyone is privileged enough to do what they love for a 
living. As a kid, you never dreamed of spending your days upda-
ting presentations and reports, right? Even if you are chasing your 
dreams and following your passions, there will still be tasks you 
are not fond of doing. In either case, focus more on the work that 
you enjoy doing. You will feel more fulfilled, inspired, challenged 
and productive. Your brain will always work faster on something 
it likes, so take care of it; take care of you.
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We get so caught up  
in busyness that we  
sometimes forget to  
enjoy what we are doing. 
Even when we focus on working smarter, we 
are often focused on getting things done. 
One way to enjoy your daily tasks more 
is to ask yourself: ‘What can I do to 
spend more time enjoying what I’m 
doing?’

While not everything you do at work can be 
a passion project, with a little creativity, even 
tedious tasks can be fun or challenging. 

For example, the next time you have to 
generate a reporting, time yourself and see 
if you can beat your personal high score. 
Try to learn something new every day or 
push yourself to experience something new: 
a new way of working, a change in your 
personal organisation or a new project you 
could work on.

Try to arrange your commitments in a 
way that you are happy living out the details 
of your daily life, even while you are working.

This may sound like a pipe dream, but it is 
more possible than ever in today’s world. Be 
curious. Be open to opportunity. Embrace 
your passions. Wonderful things will happen.

Do more of the work you enjoy

Exercising has been shown to reduce 
stress hormones while also increasing 
growth factors in the brain necessary 
for new neuronal connections.

Try going for a run in the morning or star-
ting your day with a workout. If you are 
not practicing a lot, you might like the ‘7 
Minute Workout’ challenge: it has been 
designed with busy life in mind. It is based 
on a research article that puts together 12 

exercises that can be performed in seven 
minutes but achieve the equivalent of an 
hour ’s workout. The catch is: you need to do 
them to the best of your abilities (high-in-
tensity) and rest very little in between. The 
‘7 Minute Workout’ effectively increases 
your metabolism, so the benefit is in effect 
throughout the day. The best part is: you 
can do it wherever and whenever you want 
thanks to the mobile app. No more excuses!

Test the ‘7 Minute Workout’

Paying attention is energy-consuming: the 
human brain is only 2% of the weight of the 
body, but it consumes about 20% of the 
total energy in the body at rest. Discovering 
time in your life for silence and non-motion 
reduces anxiety and shows you that there 
is no need to constantly rush. It also makes 
it easier to find your work pleasurable. So, 
take the time to rest! Breaks are absolutely 

necessary. Have you ever looked at the daily 
routines of history’s most creative minds? 
Sigmund Freud, Victor Hugo, Beethoven 
or Darwin all frequently alternated periods 
of work and rest.

If you feel really tired, take a ‘power nap’: 
sleep for 10 to 15 minutes max. You will feel 
your energy level rising for 3 or 4 hours!

Alternate work and rest
Physical and mental energy reserves are not infinite. 

Exercise is not only important for the body, it is almost as important for your 
mental wellbeing.
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https://podio.com/site/creative-routines  
https://podio.com/site/creative-routines  
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UpSlide is a great tool that we use 
every quarter for our earnings 
releases. It ensures the data is 
accurate and creates an extremely 
efficient workflow. We like it a lot.

Romain Richemont
Investor Relations Manager 
Total
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#10  Try UpSlide

Sources

UpSlide is a software avoiding the main inefficiency moments that Microsoft 
Office users encounter.

Homogeneity
Ensures the graphic charter 

is respected and audits  
the quality of documents

Productivity
Automates the creation 
of documents and the 

update of tables and charts

Collaboration
Up-to-date and shared  

content library

Reconnect with your inner self, embrace your time.

ENJOY IT
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