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Adopting the right efficiency mindset

Once we are clear about our intentions, we can consider, “how effi-
cient am I with progress towards fulfilling my intentions?”

You can think of efficiency as the velocity of progress you are 
achieving towards your intentions. For example, if your intention 
within health is to lose 15 pounds, losing three pounds per month 
versus only one pound means you are more efficient.

Efficiency strategies can help you increase the velocity with which 
you fulfill your intentions. A few efficiency strategies include:

1. Your brain is for creating ideas, not holding them. This is the 
whole basis for the idea that you need systems and practices in 
place that make it easy to access information so your brain can 
stay focused on what you do best—or simply having some fun. 

2. Focus on your strengths, not on shoring up weaknesses. Each 
of us has our own particular abilities—the things we do best. But 
we tend to spend lots of time tackling our weaknesses. The result: 
We end up with “stronger weaknesses” that do little to further 
our success or enjoyment. This idea is why we should focus on 
eliminating, automating, delegating or outsourcing many areas 
of our life that aren’t part of our highest and best abilities. Doing 
so gives us the autonomies needed to fulfill our intentions.

3. Think about return on time. To maximize effectiveness and effi-
ciency, consider the return on invested time of an action towards 
your intentions. This can help you start to better see when it 
makes sense to delegate and when it’s better to tackle it yourself. 

Example: In business, would it make sense for a CEO to enter 
data into a financial spreadsheet instead of paying a bookkeeper 
to do so enabling them to have a conversation with the company’s 
largest customer about new purchases? Of course not. However, 
that same CEO probably would not delegate parenting and raising 
their son or daughter if they intend to have deeply fulfilling and 
loving family relationships.

4. Capitalize on your daily peak times. We all have parts of our day 
when our productivity and creativity is at its best. Understand 
when you are most productive, then have what you need to 
succeed at your fingertips and block out anything that reduces 
your effectiveness. If your brain is most effective from 10:00 a.m. 
to noon, don’t book a doctor’s appointment during that time or 
allow the “tyranny of the urgent” to overtake your most produc-
tive space.

Each day, we have limited amounts of time and energy to do what 
needs to be done while also trying to cultivate meaningful lives. Is it 
any wonder so many of us feel stressed?

The good news: It can be easier than you might think to increase your 
overall effectiveness and efficiency. For advice, we turned to Nick 
Sonnenberg, CEO of the outsourcing platform Leverage and a 
foremost expert in achieving efficiency. He’s also the author of the 
upcoming book Come Up for Air: How Your Team Can Leverage 
Systems and Tools to Stop Drowning in Work.

Effectiveness first, then efficiency

What does it mean to be effective? Effective means that your actions 
fulfill your intentions. Therefore, in order to be effective, you must 
first know your intentions.

Intentions are not obvious. Have you reflected on what are your 
intentions for your most important relationships? With your spouse? 
With your children? What does success look like? What about your 
intentions with your health, social life, spirituality, and finances?

In business and our careers, intentions are again not obvious. We 
are all guilty of becoming “task oriented” when answering emails, or 
getting the job done, and losing sight of the larger strategy and 
business mission we are looking to produce. This can often lead to 
tasks being completed in a way that are later discovered to thwart, 
instead of help, further progress towards our larger goals.

Reflecting upon, speaking, and keeping our intentions in existence 
increases our effectiveness in not only business, but also in life. 
Talk about your intentions, write them, develop them and contin-
uously revisit. You will be amazed at how doing so will increase 
your satisfaction and quality of life.
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reflect on their existential purposes – what brings meaning 
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management plan is aligned with living a good life.
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ACTION STEPS

Here are just some of the many specific steps you can potentially take to 
make yourself more effective and efficient. 

1
Create and share agendas for your interactions. One straightforward 
way to combat inefficiencies in your general planning is to create 
formal agendas (using an agenda tool such as Navigator or others). 
Agendas prioritize key talking points, help with participant preparation 
and enable you to focus on your intended outcomes. This can help 
keep everyone on track and engaged, boosting effectiveness and 
efficiency for all.

2
Build a knowledge base of information. A knowledge base is a one-
stop shop that houses the collective knowledge, standard practices 
and assets of a business, a group (such as a charitable organization 
or PTA you help run), or a family. This makes it easy for the key players 
to access the information and practices they need in order to accom-
plish outcomes. The next time you need an answer, you’ll know where 
to get it without having to go on a scavenger hunt!

3
Outsource. You probably know or have heard of the concept that just 
20 percent of your actions generate 80 percent of your results. By 
trying to do everything, you can spend too much time on “low return” 
tasks—causing your productivity and enjoyment of life to suffer. 
Freeing up your time so you can focus on the 20 percent that really 
matters to fulfilling your intentions is vital. Outsourcing resources 
such as Leverage, Fiver and Upwork (among many others) can poten-
tially help you do exactly that.

Conclusion
Is it crucial to maximize the efficiency of all aspects of your life? 
Probably not—and trying to do so might just drive you crazy and leave 
little space for just “being with someone.” That said, there are some 
fairly basic steps you can take to free up time and energy, reduce 
errors, and give yourself some extra space that you can then devote 
to pursuing your best life—at work, at home and out in the world.

Control your calendar—and your access. Instead of outsourcing your 
scheduling tasks—which could take longer to explain to someone 
than doing them yourself—sharpen your skills here. One idea: Set 
your default meeting time to just 15 minutes. Starting with a short 
window can force you—and the people who want a piece of you—to 
think about how to use the time optimally, well before the call or 
meeting takes place. Also, “themed days” can really work well—Mondays 
for internal meetings, all client meetings Tuesday – Thursday and 
Fridays for learning and strategic thinking. Grouping around themes 
can hone your focus.

Web-based schedulers (one example is Calendly) can direct people 
to a page where they can book a call or meeting with you based on 
your preferences and have it automatically placed in your calendar. 
This eliminates the sometimes costly back-and-forth that can occur 
when scheduling.
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