
    
      
        
          
        
      

    


Praise for Productivity for How You’re Wired

Finally, a book on productivity that really gets it. Ellen Faye really knows how to get things done — but more importantly, she knows how to help other people really get things done. You won't find any simple or generic solutions here, but if you want real change, this is the book for you. 

— Ari Tuckman, PsyD, Psychologist, ADHD expert, and Author 

With the first book on productivity to focus on the individual, Ellen Faye approaches the topic from a unique perspective—to look inward. She provides tools to identify personality type, structure preference, and productivity style. The result is a new and better way of looking at what it means to be productive. 

— Susie Hayman, Past President Natl. Assoc. of Productivity and Organizing Professionals, and Business Professional Organizer

Great news! This productivity book recognizes that each person’s best functioning strategies respect their individual strengths and needs. This is an important perspective for coaches — and a wonderful tool for their clients — and anyone. 

— Denslow Brown, MCC, Founder Coach Approach Training

Ellen draws on a wealth of experience working with executives, teams, and experts in the field to present this how-to manual on becoming your most productive self. The chapters on leadership and group productivity are particularly insightful and hopeful! Families, companies, boards, and organizations can maximize their productivity when the individuals involved practice what they are already wired to do. 

— Danielle Tanner Liu, MPA, CPO®, President of the Board of Certification for Professional Organizers®

There are over 60,000 productivity books in print and countless articles, blog posts, podcasts, and YouTube videos on how to be more productive. So why do we still feel overwhelmed with never enough time? This book gets to the root of the problem: productivity is not about trying to cram more tasks into the day and it is not about trying to shoehorn yourself into a cookie-cutter system. Productivity is about doing what works for you, so you have more time for what you care about.

— Brooks Duncan, The Productivity Show Podcast Co-Host

I absolutely LOVE this book! It will help many increase their productivity and find boundaries and balance while doing so. My favorite parts are the “in real life” examples which make the theory of the book come to life. Thank you, Ellen, for sharing your expertise and for making it so relatable for both work and life. 

—  Ingrid Jansen, Past President Association of Professional Declutterers and Organisers UK and The Declutter Hub Podcast Co-Host

The email chapter alone is worth buying the book! I have struggled for years to find a way to manage my emails in a highly productive and efficient way. By using Ellen’s techniques, I have overcome this huge challenge. Just this small part of a book full of similar life-changing insights makes reading this book a MUST! 

— Geri Chark Frankel, Certified Professional Organizer® and Coach

Brilliant and refreshing! Productivity systems and approaches fail because they don’t consider the preferences of the “end user.” Like the coach I know her to be, Ellen writes with the end user or reader in mind — focusing on their preferences, their approaches, and above all their wiring. The result is a partnering approach to productivity that considers how they interact with their world. 

— Cameron Gott, PCC, Executive ADHD Coach, and Translating ADHD Podcast Co-Host
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Productivity— A Quality of Life Issue

The purpose of improving our productivity isn’t just to get more done. The purpose is to create a better life — one with less stress and more ease. One where you feel empowered to accomplish what you need to do, so there is time to do the things you want to do. When you work better, you live better.

My clients aren’t afraid of hard work and I suspect you aren’t either. You just know there has to be an easier way. You’ve tried planner after planner and app after app and you still can’t get traction. Nothing seems to stick. 

There are two reasons for this:


	You’re trying to apply a tool before you understand how to use it.

	You’re trying to apply someone else’s solution to a unique individual: you.



What if, instead, you were to learn more about how YOU work best. About how much structure YOU need to work optimally? About YOUR natural approach to starting, doing, and completing projects and tasks? 

Learning how you work is the critical first step to improving your productivity. Once you understand more about yourself, you can apply this information to create a customized system that fits you and how you’re wired.

This knowledge, coupled with the proven processes found in my Productivity Flow FrameworkTM (Section 2) will empower you to work better and ultimately have a better quality of life. 

Why This Book Is Different?

Other books, programs, and apps about productivity and time management have been developed to teach you someone else’s system. Those authors are telling you what works for them.

In this book I am not telling you what works for me. Instead, I provide information and a framework so you can create a system that will work for you.

My experience from working with hundreds of clients over the past 20 years has given me deep insight into how different people work and live. By observing clients’ behaviors, identifying common threads, and examining outcomes, I’ve created the personalized, practical, and proven productivity solutions I share with you in this book. 

Additionally, I’ve been on the cutting edge of trends and education through my work as President of the National Association of Productivity and Organizing Professionals, a non-profit that has supported thousands of members throughout their careers.  When you read this book, you are not just learning from me; you are learning from my clients, my colleagues, and my experiences in working with them. All of the education, observation, and understanding coalesce here. 

Who This Book Is For?

High achieving professionals who want to work more strategically and effectively.

Creative types (and people who love people) who know there must be an easier way.

Leaders who want to make work more human for their organizations, their teams, and themselves. 

Coaches, Productivity Consultants, Professional Organizers, and other helping professionals who seek effective and practical solutions for supporting their clients. 

Anyone who wants to be more intentional about how they use their time and live their life.

How to Use This Book

The book is divided into three sections: 

How You’re Wired: Understand — Section one is about understanding yourself in relation to time and productivity and digging into all those uncomfortable feelings that arise around these topics. We explore the impact of stress on your productivity, and through assessment, identify your wiring — your structure preference and productivity style — and how it can be leveraged to support YOUR productivity success. 

We also look at challenges such as procrastination, perfectionism, why work-life balance is hard, chronic stress, and what to do about tendencies toward burnout. While the challenges may be common, the solution will be unique to you. Awareness is always the first step to change.

Productivity Flow Framework: Create — In section two you will learn how to create, implement, and maintain customized systems to improve your productivity. Elements of this framework include processes to clarify priorities, identify conditions to do your best work, and manage your to-do list. 

You will then learn how to keep the processes relevant by using self-accountability tools such as planning checklists and dashboards. These tools will guide you through the integration process necessary to create life-long habits. 

Supplemental resource tools are available online. These tools include your very own Productivity Flow Time Tools template which you can use to create your personalized productivity systems. The tools are available as a Google Sheet (easily downloadable to Excel) or as printable Time Tools Worksheets. Additionally, you’ll find a See It in Color pdf. Color is a great support in creating your productivity systems and the pdf can be easily referenced to enhance your learning.

Productivity at Work: Apply — The last section focuses on application. Each chapter covers a specific area where people often encounter challenges to productivity. Topics addressed include managing email, working remotely, leading productive teams, making decisions, running productive meetings, and specific strategies for using time most effectively. 

Be sure to place this book on your reference shelf. As you build your productivity muscle, you’ll want to check back for new perspectives.

Other Things to Know

You will see these common sections throughout the chapters:


	
Highlights: Each chapter begins with highlights. Review these to gain an overview of what you will be learning. This will also be helpful in guiding you to find specific information if you want to refer back to key passages.

	
In Real Life: We learn best from stories. I share real client examples to help you apply what you’re reading to your own situation. All names have been changed to protect my clients’ and colleagues’ identities. The stories, however, are all true!

	
Making It Fit: You will find charts at the end of the chapters that apply that chapter’s concepts to your structure preference and productivity style.

	
Takeaways and Actions: Each chapter closes with space for you to make notes. This is a great way to capture those golden nugget takeaways that resonate with you. Noting the actions you want to take will also be helpful as you develop your own processes.



I invite you to work through this book at your own pace. Practice self-compassion and grace as you move through the material. It’s okay to go slowly. Real change takes time. If you are willing to try new things, you will see meaningful progress.
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How You’re Wired

[image: Diagram

Description automatically generated]



	[image: ]

	 
	[image: ]





[image: ]


1

[image: ]




​The Five Pillars of Productivity

Chapter Highlights

––––––––
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A Quality of Life Issue

Productivity is a quality of life issue. When we feel stressed about our work it doesn’t just impact our work, it impacts our whole life. Finding a way to work better brings greater ease, peace, and happiness to both career and life.

One Size Does Not Fit All

Each of us is wired differently and what works for one person absolutely may not work for someone else. Being willing to experiment and discover solutions that fit YOU is foundational to becoming more productive.

If It’s Not EASY, It’s Too Hard

One of the biggest mistakes we make when trying to improve our productivity is creating systems that are too complex. These systems are destined to fail because they take too long to learn and too much time to manage, leaving little time for our work itself. 

Not All Work Is Equally Important

Pareto’s principle, the 80/20 rule, says you can achieve 80% of the results in 20% of the time. Learning how and when to apply the 80/20 rule helps free up time for important things, in and out of work. Be deliberate in how you spend your time.

Plan Your Work and Work Your Plan

Taking the time to plan is the secret sauce to your productivity. Investing a little time for planning drives the shift from overwhelmed to productive. If you think you don’t have time to plan, think again. Actually, you don’t have time not to plan. In the long run, planning saves time.

Productivity is the intentional use of time. Being productive empowers you to accomplish what you NEED to do so that there is time for what you WANT to do. 

Do you know you can be more productive but just can’t figure out how? Everyone is quick to share what works for them and declare that their way is the best way. And yet their way doesn’t work for you, which makes you feel worse, like you will never get it right. 

Have you ever stopped to think that productivity is just like learning, or clothing, or food? We all have preferences. One size DOES NOT fit all. Who is to say that their way is your way? Understanding how to apply productivity to yourself is the first step on your journey to better work and a better life. 

We begin by looking at some foundational concepts that are applied throughout this book.

A Quality of Life Issue

You like your work. You are successful and you don’t mind working hard. Yet you rarely relax during your time off because your work is sitting there waiting for you, undermining your ability to let go and keeping you from fully enjoying life. 

You say to yourself, “If I just worked a couple hours over the weekend, then next week will be so much better.” You’re tired. You need a break. And that voice in your head gets louder. “I just need to get this done.” The next thing you know, it’s Monday morning. You didn’t do the work and you didn’t unwind either. 

When you think productivity, you probably think calendars, timers, apps, tools, and hacks. When I think productivity, I think quality of life. The purpose of improving our productivity is not so we can work endlessly; we strive to improve our productivity so we can have a better life. 

Job stress affects our health, our sleep, and our time off. Our mobile devices are always with us. We don’t unplug. And we don’t stop. 

There has to be a better way.

One Size Does Not Fit All

If you’re already productive, this book will give you new ideas and help you improve. Most of you, however, have picked up this book because you don’t feel productive or organized enough. You’re frustrated because the systems you try never seem to stick. You know there has to be an easier way, but it feels so hard. 

There are reasons for that. Who you are — your personality, your values, your priorities — affect your productivity. When you understand yourself, how you are wired and how your internal motivators drive you, you will have a much stronger foundation for creating systems that fit YOU. 

What works for one person may not work for you. If your boss thinks everyone on your team needs to follow their productivity style, chances are that will not work very well. While you may not be able to change your bosses’ demands, if you understand how you work best, you may find it a great deal easier to adapt. 

And your way doesn’t always work for other people. If you’re a parent, or partner, or even a friend, and you want people to do it your way, then I’m sure you’ve noticed how successful that approach is...not! 

Becoming more productive is a process. In this book, you’ll find strategies and real-life stories to guide you on your productivity journey. You’ll be most successful if you experiment and test different approaches in order to figure out what will work for you. It’s like trying on clothes — it takes some trial and error to find your best fit. 

In Real Life 

Meet my client, Joanne. She had recently been diagnosed with adult ADHD. She has her own successful public relations firm she runs from her home. She told me that her doctor said the one thing that would help her manage her ADHD more than anything else would be to get up early and work out each morning. She asked me to help her create a plan to accomplish this. 

Sorry doc, but I was pretty sure this strategy wouldn’t work. What I knew about Joanne was that her most productive work time was from 9 p.m. to 1 a.m. and that she loved sleeping in. I asked Joanne to do an experiment. She enjoyed writing, so I asked her to journal about her exercise success. I suggested an experiment and together we came up with the following test. Week 1, she would exercise at 6 a.m., Week 2 at noon, Week 3 at 4:30 p.m., and Week 4 at 7 p.m. She would track her results. 

This is what Joanne learned: 
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	6 a.m.! She wouldn’t get out of bed “that early” to exercise. Even if she woke up to let the dogs out, the last thing she wanted to do was exercise. Joanne is not a morning person. 

	Noon didn’t work at all. She was at her desk a couple hours and just getting into her flow. She asked “why would I want to stop when I was just starting to get things done?”

	7 p.m. didn’t work either. She wanted that for family time. Exercising at 7 p.m. was off the table. 

	4:30 p.m.—the proof was in the results. Why did 4:30 work for Joanne? A few reasons.  
	It was a natural time to take a break.

	It wasn’t a productive time for phone calls, as most people were wrapping up their days.

	Joanne could tie her hour of exercise with stopping to make dinner. She would exercise, then help her husband with meal prep, sit down to family dinner, watch a bit of TV with her husband, and be back at her desk at 9 p.m. when the world stopped and she could focus. 







Through this experiment, Joanne learned what worked for her. This knowledge will serve her for years to come.

If It’s Not EASY, It’s Too Hard

The biggest mistake that people make when trying to improve their productivity is making their new system too complex. A system that is hard to learn, and harder to use, isn’t sustainable. When more time is spent managing the system than doing the work, it’s a big red flag that something is wrong.

The solution: keep it simple! Life is busy enough. You don’t need to make your work any harder or more complex than it already is. Instead, focus on ease. 

The tactics I will share with you are simple. You may ask yourself, how can something this simple work? It works because you can do it and stick with it. It’s not about willpower, it’s about the right system. When the system is right, the discipline follows, and it just isn’t so hard. 

In Real Life 

Meet my client, Anna. For years Anna kept track of all her work in her beloved purple planning book. She loved the book, or at least the idea of the book. She had sections for the calendar, contacts, meeting notes, to-do lists — oh, so many to-do lists: personal, family, kids, parents, work projects, home projects —each one with its own designated tab. Anna connected her productivity to her purple planning book.

However, so much had changed since the time that book first supported her. When the planning book worked, she had an administrative assistant, someone to take care of her work appointments, meeting agendas, and keep her on track. Was it the planner that helped Anna be productive, or was it the support?

Now Anna works at a start-up, with no administrative help. Her smartphone manages her contacts and calendar. She has her many to-do lists in her phone too, even though she can’t always find them.

Each time Anna missed a deadline or forgot a task she’d say: “I just have to set up my purple planner.” Yet, she never did. The purple planner was too complex for what she needed now. It worked when she had an admin and before she carried her smartphone around in her pocket. But it was too labor intensive and cumbersome for her new position and her new life. 

Finally, out of frustration, she embraced the concept of a one-page, priorities-driven task list. She used a letter pad to keep track of everything she needed to do. The pad sat on her desk and guided her to do the right things at the right time. Because it was simple, she could manage and maintain it. It supported her in being her most productive self.

Not All Work Is Equally Important

Italian Economist Vilfredo Pareto, born in 1848, “noticed that 20% of the pea plants in his garden generated 80% of the pea pods.”​[1] This observation prompted him to study distribution. He analyzed land ownership and discovered that 80% of the land in Italy was owned by 20% of the people. He investigated industry and found that 80% of production came from 20% of the companies. His observations became the Pareto Principle, which is known today as the 80/20 Rule.

This concept applies to productivity too. Which of these can you identify with?


	20% of your work or clients contribute to 80% of your profits.

	20% of your apps are used 80% of the time.

	20% of your meeting time achieves 80% of decisions.

	20% of your work time drives 80% of your results.



In today’s work climate, it’s next to impossible to get everything done. You can improve your effectiveness by considering each task’s importance and how much time it’s worth to spend doing it. Profit margins tell you which items or services yield the greatest financial profit. Start thinking about your work in this way too. You want to invest your time in tasks that yield the greatest return. 

What is good enough? You may have spent your entire education striving for that 100% perfect grade. The higher the grade, the more validated you were, the “smarter” you were, the “better” you were.

At what expense? A “B” is 80%, it isn’t failure or even average; it is above average. 

If a task takes 2 hours to complete at 80% (above average) and 10 hours to get 100% (excellent), it is good business to assess if the extra 8 hours are worth the difference in outcome. When 80% is good enough, you’ve saved 80% of your time.

This is never about doing mediocre work. It is about intentionally choosing which work is worthy of the time investment to go from very good to excellent. 

In Real Life


	Do your email responses need to be perfect? Mine sure don’t. If I can get my point across in 2 minutes with 80% effectiveness, would I really want to spend 8 more minutes for that last 20% of results? Occasionally I need to do that, but for the most part 80% on email is fine. I could send perfect emails, but then that’s about all I would do. I have more important work.

	Do meeting notes, outlines, and drafts need to be 100%? Ask yourself why? Who is going to read them? Who is going to see them? 80% in 20% of the time is often good enough. 

	What about your everyday work? Being overly thorough and covering every outcome or scenario may not be the best use of your time, or your colleagues’ time, or your company’s dollar. Everyone is busy and everyone wins when you focus on the most likely outcomes. 



Plan Your Work and Work Your Plan

When you know what you want to do, doing it is easier. When you know what you want to say, saying it is easier. When you know where you want to go, getting there is easier. 

If you can’t get ahead and are so overwhelmed by everything that needs to get done that you feel like you’re drinking from a firehose, you’re not alone. Not knowing what to do next, or how to start, or even what outcome you are hoping to achieve is overwhelming. Planning helps. 

Many subconsciously feel like they don’t have time to plan. The reality, however, is that taking the time to think things through increases the probability of a positive outcome. 

When we pause and consider options, we are much more likely to be successful. We waste less time putting out fires or doing it over because we took the time to plan. 

The greatest benefit of planning may be the process of thinking things through. General Dwight Eisenhower may have been right when he said, “Plans are worthless, but planning is priceless.” Yes, sometimes plans go awry. However, life goes more awry without them.


	Planning helps you stop worrying about missing a deadline or an opportunity. 

	Planning helps you to anticipate and prioritize so surprises are minimized. 

	Planning helps you move into action because you will have identified where to start. 

	Planning helps you clarify what is important. An operations plan, strategic plan, or work plan creates a structure for you to use when determining the importance of a project. It helps you prioritize tasks. It moves you toward focused success. 

	Planning helps you use your time well. When you say yes to something off-plan, you are saying no to working on-plan. 




We’ll review details on different types of plans in the following chapters. For now, consider the value of planning to create the work and life you want.



In Real Life

Part of the Productivity Flow Framework we’ll look at in Section 2 focuses on Weekly and Daily Planning. Clients often ask what can keep them motivated to continue planning. This question answers itself when, after weeks of doing their weekly planning, they skip their planning session. Perhaps the client takes a vacation or a big work event takes precedence. The next week happens without the weekly planning time. It does “happen,” but it feels different. Outcomes are different. There is a loss of control, productivity, and ease. There is more pressure and stress. The results of not planning are often the best motivation to ensure you keep planning. 

Takeaways

Which key points in this chapter resonate with you the most? 

––––––––
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Actions

What actions will you take using what you learned in this chapter? 



	[image: ]

	 
	[image: ]





[image: ]



​2


[image: ]




Discover Your Productivity Style

Chapter Highlights

––––––––
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Human Behavior and Personality Typing

Self-understanding helps you leverage your strengths. Personality assessments give insight into how you are wired and enhances self-understanding. Understanding how you interact, process, make decisions, and function gives context as we create your customized productivity systems. 

Structure Preference

Connecting how you’re wired with your working conditions and lifestyle helps you identify how much structure you need to do your best work. We use this information to determine your ideal structure preference, enabling you to adjust your situation to best support yourself. 

Productivity Style

With a better understanding of your personality type and structure preference, we can determine your personal productivity style. I have found that productivity styles can be grouped into one of four general types; Catalyst, Coordinator, Diplomat, and Innovator. Once you know your productivity style, you can apply the nuances of each style to craft your customized productivity system. 

Understanding your natural inclinations will help you be your best and most productive self. A general overview of human behavior and personality typing lays the groundwork for identifying the personalized productivity systems that fit YOU.

I have developed two tools, structure preference and productivity style, to guide you in this discovery process. These tools will not only help you understand yourself; they will also help you understand how those around you (professionally and personally) do their best work. 

Human Behavior and Personality Typing

You may have heard the terms typology, psychometrics, or temperament. They are all terms used to label personality type, or how you are wired. Human behaviorist David Keirsey defines temperament as “a configuration of observable personality traits such as habits of communication, patterns of action, characteristics such as attitudes and values, and expression of contributions, authenticity, and risk.”​[2] All personality-type tools summarize personality and each has its own unique qualities, strengths, and opportunities.

Human behaviorists who study temperament agree there is no bad type and no good type. Instead, an understanding of your type promotes self-awareness and improves your ability to leverage strengths and minimize weaknesses. This awareness can help you adapt to your situation so you can do your best work.

It is also helpful to consider the bigger picture when it comes to personality assessment tools:  


	Results may reflect a snapshot in time and may not be completely accurate. It is a best practice to use your results as a starting place. Then read descriptions to verify. 

	People claim their types change over time. More likely, people adapt to their specific situation (that’s good). Once you understand how you’re wired, you can use that information to help navigate your productivity challenges and other life obstacles.

	You can have a dominant type with elements of other types. The goal is to learn more about yourself, not pigeonhole yourself into someone else’s categories. Take what fits and leave the rest.

	Your temperament traits fall on a continuum. They are not black and white. An extrovert who falls on the scale at 50 is different from an extrovert who falls on a scale at 5. Knowing where you fall on the continuum leads to greater self-understanding.



Example of the Introvert - Extrovert Continuum

[image: image]

	It’s most important that you use the information for self-awareness and self-acceptance. It’s not about how you’re labeled; it’s about how you use the information to make yourself better.


Assessment Tool Interrelationships 

Many different personality assessment tools are available today, each with unique features that make them helpful. It is important to recognize that these tools are more similar than different. Most of the personality tools we use today evolved from Hippocrates’ Four Temperament Theory. 

Myers-Briggs is often used for personal development. Kiersey focuses on behaviors. Many prefer DISC when it comes to team relations and Enneagram has a new-found popularity as it relates to your inner spirit. 

People who make their living selling these tools want you to believe that their tool is far superior to every other tool available. In reality, they all have value and are useful in their own way. The chart below highlights their interrelationships and similarities.

Comparison of Temperament Interrelationships
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For productivity, my personality tool of choice is Myers-Briggs (MBTI®) with a bit of Keirsey Temperament Sorter. This combination applied to my structure preference and productivity style models simplifies temperament theory into a useable and applicable system.

Assessing Your Wiring

Below are productivity-related questions for you to identify the four characteristics that describe your personality type. For each pairing (E/I, S/N, T/F, J/P), circle the trait you feel fits you best. At the end of this section there is space to record your four-letter preferences.

1. Extrovert - Introvert — 

How you gain ENERGY
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Extroverts prefer to work




	With many people at one time.

	On many projects at one time. 




Introverts prefer to work




	By themselves or in small groups.

	On one or two bigger tasks at a time.









2. Sensor - iNtuitor — 

How you process INFORMATION
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Sensors prefer to




	Process by focusing on facts and details. 

	Focus on current opportunities. 

	Take action in the moment — let’s do it now.




iNtuitors prefer to




	Process by looking for patterns and connections.

	Focus on possibilities and various outcomes.

	Look at how actions will affect the future.









3. Thinker - Feeler — 

How you make DECISIONS 


[image: Icon

Description automatically generated with medium confidence]

Thinkers prefer to




	Make decisions based on facts and logic.

	Methodically weigh pros and cons.

	Make decisions quickly upon analysis of relevant data.




Feelers prefer to




	Consider the effects on others when making decisions.

	Talk to think through the decision-making process.









4. Judger - Perceiver — 

How you FUNCTION
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Judgers prefer to




	Plan things out and stick to the plan.

	Use lists, outlines, and check things off.




Perceivers prefer to




	Keep options open. Completion is uncomfortable because it cuts off opportunities to change. (The Latin root of the word decide is to cut off!) 

	Be spontaneous.



Note your 4-letter assessment. This will guide you in determining your structure preference and productivity style.
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For a more thorough assessment that will provide a deeper understanding of your particular personality type, you can work through the official Myers-Briggs Type Indicator® which can be found at mbtionline.com.

Structure Preference

In the 1970s, organizational psychologist Fred Fiedler developed his leadership contingency model​[3] in which he explored the connection between situational control and leadership effectiveness. His system of matching the person to the situation suits productivity as well.

I’ve used what I’ve learned from Fiedler’s work and the work of a number of other human behaviorists and psychologists to develop my Structure Preference model, which helps clients determine whether a less rigid, moderate, or a more highly structured system works best for them. Understanding their Structure Preference is key to helping my clients develop personalized organizing and productivity systems that work. 
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Understanding your structure preference will help you leverage your strengths and give you the context to create systems that will work for you too. 

There are two elements to consider when determining Structure Preference: 


	
Priority Focus — how your brain prioritizes work.

	
Situational Structure — the degree of structure in your work and life.



Identifying Your Priority Focus

Priority Focus identifies your natural approach to doing work. We use the terms Task Priority and Relationship Priority to assess your default work style. 

Taking your four-letter assessment and integrating it into the Keirsey’s Temperament Sorter emphasizes your most instructive two letters. Intuitors (Ns) will look at their 3rd letter (T or F) to determine their priority focus. Sensors (Ss) will look at their 4th letter (J or P) to determine their priority focus. Most typically, NTs and SJs have a task-first priority focus and SPs and NFs have a relationship-first priority focus.  

Having a task-first priority focus doesn’t mean you don’t care about people. And having a relationship-first priority focus doesn’t mean you don’t care about the task. It simply indicates that your preference, your order of operations, is task first, relationship next, or relationship first, task next. 

[image: image]Here’s a quick check: look at the way you write emails. Do you start by stating the task and then circling back to put a personal greeting at the top (Task First), or do you start with the human touch and then get to the point of the email (Relationship First)?

Do you think your priority focus is task first or relationship first?
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