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Course objectives

You will build and adopt a productive mindset.
You will discover your productive style.
You will be able to create a routine for your life.

You will recognize and solve the three

productivity hurdles

You will learn about the triangle of driving

energy for productivity.
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Course objectives

You can design an efficient and productive

work environment.

You will learn about mobile applications that help you

with productivity.

You will gain the skills to achieve goals and lead time.
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You'll understand strategies to maximize productivity

and reduce waste.

o Jas] - dbgae Bohxl g

aogalsl

J-o<l
Ui

L ALY A AT Y



J9Y1 8 po !

o Jas] - dbgaze Feaxll puaxr

asolalsl

U_ se £
U Joo B
ML AN A ACACE MY



401 1 Fdol | rdol |

Productivity mindset
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Lecture agenda

L Y iy
* The definition of productivity
el ZiYls saudadl Ol o (§,4)
* The difference between traditional human and productive production
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* The productivity journey and what do you benefit from it?
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 Patterns of producers
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Lecture agenda

e Minimalism bl o
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Lecture objectives
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* Know what is productivity?

e The difference between the hardworking traditional human
being and the productive human being.

* What will you add productivity to your character and life?
* Your Innate Personality Style for Personal Productivity.

* How to save your effort and energy and increase productivity.
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Definition of productivity
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The difference between
the traditional person and the productive person
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Productivity journey and what do you benefit from it?
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Personal productivity Style

The
Prioritizer
Jors (0
SEYNE
cuﬁygw\

The

Planner
=4l

The
Visualizer
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The Arranger
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The Visualizer
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What is your productivity type?
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Minimalism
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Minimalism
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Easy Ways to Simplify Your Life

Reduce your to-do list due gl elgall JI3
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Easy Ways to Simplify Your Life
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Kaizen
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Kaizen
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Define routine (59, cayas
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The routine
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What is the relationship between routine and productivity?
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The routine
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Elements of Routine
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Case study
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Productivity Hurdles
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* Mistake 1: Perfectionism AILSL sl 19 Ul o
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Lecture objectives

What are the three productivity errors?
How do you deal with procrastination?

You will know why you do not reach what you want

and do not satisfy yourself.
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You will learn about behavioral addictions, Leoglas oSy el Tl 13l g ASludl BlesYl 8y asu

why you resort to them, and how to combat them.
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Perfectionism

AN
Y/

o Jas] - dbgae Bohxl g

Joc!



AJLSW 2l
Perfectionism
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Perfectionism

The solution to perfectionism 4JWSJI zMe
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What difference between Delaying and Procrastination?
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Behavioral Addiction
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The effect of behavioral addiction
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Case study
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Lecture agenda

First: the energy triangle:

1- Rest.

2- movement.

3- Food.

Second: the work environment:
1- Work place.

2- Computer.

3- The mobile.

o Jas] - dbgae Bohxl g

38 Ua)l Edie Yol

aslJi-1
o2
sldsdl -3
Jendl 5 LG
el 08 -1
Pyl -2
bl -3

aogalsl

J-o<l
Ui

L ALY A AT Y



401 1 Fdol | rdol |

8 Aolxall Colual
Lecture objectives

Learn about the Personal Energy Triangle.

Understand how to increase your energy with sleep,
movement and food.

Design a stimulating work environment for production.

How do you deal with the mobile and make it
supportive obstacles.
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Learn tricks and ways to make your computer more A ) AST chguls Jamd 3ybg Jus de 3yl

productive.

You will learn about applications that help you
productivity.
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1- Rest productivity
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Get The 5 AM Club
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1- Rest productivity

Join the 5 AM club b-lus 51 ol el
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Best apps for restful sleep

sleep time

sleep efficiently

®© Sleep Cycle
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2- Movement productivity
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3- Food productivity

o Jas] - dbgaze Feaxll puaxr

aogalsl

y-o-<l

L ALY A AT Y



401 1 Fdol | rdol |

AN® @ VaterMinder

1) Al -3
3- Food productivity
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1- Workplace conditions

Saerlis] aos (Jos &y paans -1
1- Design your productivity style work environment
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1- Workplace conditions

2- Make your seat comfortable
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1- Workplace conditions
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3- Make your office efficient
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2- Computer productivity

Keep your desktop organized ks oSl ew Jaxl-1
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2- Computer productivity

<= Dropbox

Use of cloud storage gl cpisaill pasainl -2
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Keep everything. Share anything
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2- Computer productivity

Use of Windows applications jodugll eliauss pusin! -3
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, Download from
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3- Mobile productivity

Use the best mobile cwliall Jlgadl pasesl -1
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One account. All of Google
working for you.

Calgl) &rlis] -3
3- Mobile productivity
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Use Google to connect your phone to your computer
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3- Mobile productivity
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It is preferable to use a work SIM and a personal SIM
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Preferably use smart watches and Kindle
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Delete virtual communication apps and games

Relax from your apps!
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Stay focused

j‘ AppDetox

Get a daily dose!
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Productivity skills and strategies

=
A

oy Josl - dbgamo Fgaxl i

Joc!



401 1 Fdol | rdol |

B Aol 5]
Lecture agenda

Skills:

* The skill of achieving goals.

* Time leadership skill.

* The skill of managing tasks and projects.
Strategies:

 The Five Ds Strategy.

* \Waste reduction strategy.

 What to do When You Feel like You’re Sinking?
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Lecture objectives

You will learn the difference between setting BluaYl 39 Ll (o @) e CByaiiu
and achieving goals.

You will learn about the types of goals. ColuaYl a\jj e Q8
You will learn the rules of driving time Al e Tuye (38 B3¢0l 85L3 delgd (e LB yain

to be more productive.
You will learn how to manage your tasks and projects. Haylineg Holge 1305 LS B yatun

You will learn strategies for organizing your office llae diny S padain) Slexdl il e (8 paiiuw
and work environment.

You will know how to reduce waste. gl s S Ao b paiiu
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What is the difference between

CluaYl 5.8 8)lge @ a1yl wds Bylgo
Achieving goals skill Goal setting skill
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* The Success Principles,
Jack Canfield
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The skill of achieving goals

How do you set a smart goal? TLS3 Bus suss oS
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The skill of achieving goals
Temporary goals 3§l ClaaYl -1
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The skill of achieving goals

Routine goals dxuwig )l CaluaYl -2
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Time leadership skill
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Time leadership skill
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Time leadership skill
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Time leadership skill
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Task and project management skill
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Task and project management skill
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Task and project management skill
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Waste of movement
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Wasted tasks
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What to do When You Feel like You’re Sinking?
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What to do When You Feel like You're Sinking?
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What to do When You Feel like You're Sinking?
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What to do When You Feel like You're Sinking?
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What to do When You Feel like You're Sinking?

o Write a list of urgent tasks =Ll plgall 56 CS| )
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What to do When You Feel like You're Sinking?
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A aya e

) ZUYls (sadanl OLuddl p 3,201 o
Clgio dabiesd 13Log dum byl Ay @
Ceiiad| e

dowil e

ORSl e

(B9, e

o Jas] - dbgae Bohxl g

Joc!



401 1 Fdol | rdol |

00PS

\

2
a8

.
-

.

LY slas|
Productivity Hurdles

o Jas] - dbgae Bohxl g

genilly Ablaall ;U1 Uasl o

éﬁLd\ Oyl el Uasdl o

Joc!



401 1 Fdol | rdol |

7

dua ]| wb)}\
Hidden Productivity

o Jas] - dbgaze Feaxll puaxr

8L lie :‘)537

A1
Sl -2
SYI-3
o)) di (Lot
el OB -1
Pyl -2
J2bsall -3

Joc!



401 1 Fdol | rdol |

LY Olexdliwly Oy
Productivity skills and strategies
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