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Module Two: Discovering Your Productivity Rhythm  

Discovering your personal productivity rhythm has a powerful effect on 

how you can maximize your daily workload, and improve your overall 

time management. Your productivity rhythm will measure how, when 

and where you are most productive; you can use these cycles to your 

advantage for making the most of your time. 

Determining your peaks in levels of energy and focus will allow you to 

make better choices throughout your busy work day, as well as keep 

you on track. In order to effectively find your productivity rhythm, it is 

first important to take the time to invest in yourself and your current habits. 

 

Know Your Energy 

Energy levels fluctuate throughout the span of a work day. It is highly beneficial 

to prioritize your tasks based on these energy levels.  These patterns are 

connected to the ability to use brain power, and think clearly. The terms 

“morning people” and “night owls” are often used to describe one’s most 

productive hours. Patterns of energy levels will differ for each individual based 

on various factors, including diet, sleep, or emotional stress. Once you 

determine your peak performance times, you can better schedule your daily tasks.  

It is important to match the work that is of highest priority to your peak performance times, including 

those tasks that require critical thinking or problem solving. Likewise, you can assign your lesser 

complex tasks for the hours that you know you will be less engaged or focused. Knowing your energy 

will allow you to set the stage for how you perform your daily tasks, and seek better results. 

 

 

Estimated Time  15 minutes 

Topic Objective 
To understand that humans have fluctuating energy levels throughout the 

span of a work day. 

Never leave till tomorrow that which you can 

do today.  

 

Benjamin Franklin 
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Topic Summary 

Knowing your energy will allow you to set the stage for how you perform 

your daily tasks, and seek better results. Patterns of energy levels will 

differ for each individual based on various factors, including diet, sleep, or 

emotional stress. 

Materials Required Worksheet 1: Know Your Energy 

Planning Checklist One copy of Worksheet One per participant 

Recommended Activity 
Ask participants to review their current peak performance times, as well as 

tasks during these times.  

Stories to Share 

Humans run on a 24-hour internal clock cycle, called a “circadian day”. 

Within this cycle are 90-minute blocks of heightened focus and 

productivity, called “ultradian cycles”!  

Review Questions Why is it important to recognize your levels of energy? 

 

 

Work-Life Balance 

The most productive individuals are those who are well-balanced. Work-life 

balance includes prioritizing the demands in one’s personal life at home, as 

well as the demands in the workplace. This does not mean an equal balance of 

time between work and home, but rather prioritizing what is important during 

that time. Work time should be dedicated to tasks that are essential for your career, whereas home 

time should be dedicated to family time, or personal time. 

Be respectful of your time. Poor work-life balance will often lead to working longer hours, increased 

responsibilities, and a greater chance of experiencing burnout. 

 

Estimated Time  10 minutes 

Topic Objective To recognize the importance of having a good work-life balance. 

Topic Summary 

Work-life balance includes prioritizing the demands in one’s personal life 

at home, as well as the demands in the workplace. This does not mean an 

equal balance of time between work and home, but rather prioritizing 

what is important during that time. 
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Recommended Activity 
Ask participants to share how they transition from their work time to their 

home time. 

Review Questions  What concerns come with poor work-life balance? 

 

 

Taking Regular Breaks   

Practicing good time management does not mean that you are endlessly working 

around the clock to meet a deadline. Those who are most efficient with their time 

will understand the importance of incorporating breaks into their schedules. 

Taking breaks will help you to increase your level of concentration, as well as avoid 

burnout. In fact, breaks will allow you to get more done throughout the day and 

remain in your productivity rhythm.  

The most effective breaks are those that happen away from your workspace, such as taking a walk, 

meditating, or sitting in fresh air. Find something that works for you to ensure you get time to relax. 

The key is to detach from your desk and reset your mental energy. Skipping lunch breaks to complete 

extra work will only decrease your performance levels, and increase your chances of making mistakes. 

Taking the time to care for your mind and body will have positive effects on workplace achievements. 

 

Estimated Time  10 minutes 

Topic Objective To understand that good time management includes taking breaks. 

Topic Summary 

Those who are most efficient with their time will understand the 

importance of incorporating breaks into their schedules. Taking breaks will 

help you to increase your level of concentration, as well as avoid burnout. 

Materials Required Flipchart and markers 

Recommended Activity Encourage participants to share suggestive tips of relaxing breaks. 

Delivery Tips Participants are encouraged to take notes on the suggestive tips.  
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The Multitasking Myth  

A common misconception of effective time management is the skill of multitasking. 

Multitasking is the act of carrying out two or more tasks simultaneously. Despite how 

this may seem like a sufficient way to conquer that to-do list, it is actually harmful to 

your productivity rhythm and leads to a significant loss of valued time.  

Multitasking and good time management oppose one another. Performing multiple 

activities at once will cause you to stress more, perform poorly and increase your 

chances of burnout. Our brains are not designed to handle multiple assignments at once, such as 

answering emails while conversing in an important business call. It is of major advantage to devote all 

of your energy into one task at a time. When you dedicate your time and focus on one task at a time, 

you will generate a better outcome for that task. Organize your time so that each task will receive your 

full energy, rather than sharing this energy on various projects. 

 

Estimated Time  10 minutes 

Topic Objective To define multitasking and how it is harmful to your productivity rhythm. 

Topic Summary 

Multitasking is the act of carrying out two or more tasks simultaneously. 

Despite how this may seem like a sufficient way to conquer that to-do list, 

it is actually harmful to your productivity rhythm and leads to a significant 

loss of valued time. 

Recommended Activity 

Have participants reflect on past situations with multitasking in the 

workplace.  

• What was the outcome of the situation? 

• What could they have done to change this outcome? 

Stories to Share 
Recent studies have found that multitasking will reduce your productivity 

by 40%. 

Review Questions 
What is multitasking? 

How does multitasking affect productivity?  
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Time Batching  

Time batching is a great productivity system to improve focus and build structure 

into your daily tasks. Different from multitasking, this approach involves grouping 

similar tasks together, and organizing dedicated time periods to complete these 

tasks without interruptions. Time batching will provide concentration without 

breaking your workflow, and will eliminate multitasking. 

The practice of time batching is advantageous for everyone- whether you have difficulty focusing on a 

task, have many disturbances in your workplace, become easily distracted, or are just simply looking to 

have a productive day.  

Time batching is a simple process to implement. To begin, start by establishing your to-do list. With this 

list, determine which tasks are related to one another and ‘batch’ them together on your schedule. 

Think about which tasks would be realistic to do right after another. It is important to remember that 

the time frames for these tasks should be realistic, and if necessary, longer projects can be divided into 

separate batching groups, to allow for renewal breaks or fresh air.  

 

Estimated Time  10 minutes 

Topic Objective To identify the term ‘time batching’. 

Topic Summary 
Time batching involves grouping similar tasks together, and organizing 

dedicated time periods to complete these tasks without interruptions. 

Recommended Activity 

Ask participants to consider their daily schedules. Which tasks are they 

most likely to batch together, or not?  

Explain these responses as a group. 

Review Questions  What is time batching?  
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Practical Illustration  

Molly was always working endlessly around the clock to meet deadlines. She would spend 

her lunch hours at her desk, using one hand to type on her computer and one hand to eat 

her food. In Molly’s mind, she was optimizing her time by multitasking. 

Molly’s co-worker, Jill, had asked her to join for a walk at lunch. Molly declined the offer, 

as she was too overwhelmed with piles of work, and could not even think about going outside. She 

wondered how Jill always felt so energetic and had time to take breaks. Jill could see the stress on 

Molly’s face and informed her that fresh air would be good for her. Jill explained that breaks away from 

her desk will help her reset her mental energy, and get back on track with her productivity rhythm.  

Molly agreed to join Jill for some fresh air. When she arrived back at her desk after lunch, she could 

feel a big difference in her energy levels, and was ready to conquer the afternoon. Jill and Molly made 

a plan to continue this lunchtime routine.  
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Module Two: Review Questions 

1.) What does your productivity rhythm measure? 

a) How you are most productive 

b) When you are most productive 

c) Where you are most productive 

d) All of the above 

Your productivity rhythm will measure how, when and where you are most productive. 

2.) Energy levels fluctuate throughout the span of a workday. 

a) True 

b) False 

True- Energy levels do fluctuate throughout the span of a workday. 

3.) Why is it important to determine your peak performance times? 

a) It is not important to determine peak performance times 

b) You can better schedule your tasks 

c) You will be able to determine which tasks you do not want to do 

d) None of the above 

It is important to determine your peak performance times so that you can better schedule your 

tasks. 

4.) What does it mean to have a good work-life balance? 

a) Spending an equal balance of time between work and home 

b) Working longer hours to get more done 

c) Prioritizing the demands in the workplace over the demands of personal life at home 

d) Prioritizing the demands in one’s personal life at home, as well as the demands in the 

workplace 

Having a good work-life balance includes prioritizing the demands in one’s personal life at 

home, as well as the demands in the workplace. 
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5.) What is time batching? 

a) Grouping similar tasks together 

b) A term that is interchangeable with multitasking 

c) An approach that involves leaving things for the last minute 

d) Wasting time 

Time batching involves grouping similar tasks together, and organizing dedicated time periods 

to complete these tasks without interruptions. 

6.) Who will benefit from time batching? 

a) Individuals who have difficulty focusing on a task 

b) Individuals are simply looking to have a productive day 

c) Individuals who are easily distracted 

d) All of the above 

The practice of time batching is advantageous for everyone. 

7.) Practicing good time management means you are endlessly working around the clock. 

a) True 

b) False 

Practicing good time management does not mean that you are endlessly working around the 

clock. 

8.) How are the most effective breaks spent? 

a) Walking 

b) Meditating 

c) Sitting in fresh air 

d) All of the above 

The most effective breaks are those that happen away from your workspace, such as taking a 

walk, meditating, or sitting in fresh air. 
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9.) What is multitasking? 

a) An effective strategy for good time management 

b) The act of carrying out two or more tasks simultaneously 

c) A sufficient way to conquer a to-do list 

d) A practice that is beneficial to your productivity rhythm 

Multitasking is the act of carrying out two or more tasks simultaneously; however, it is a 

common misconception of effective time management. 

10.) What is often the outcome of multitasking? 

a) Stress 

b) Poor performance 

c) Burnout 

d) All of the above 

Multitasking can lead to stress, poor performance, and increase your chances of burnout. 
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Sample Worksheet 1 
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Icebreaker: A New Leader 

PURPOSE 

To help participants get acquainted and start talking to each other. 

MATERIALS REQUIRED 

1. Index cards 

PREPARATION 

Write the name of a different famous person on five or six index cards.  Some examples: Madonna, Tiger 

Woods, Lance Armstrong, Nelson Mandela, Bill Gates, Angelina Jolie. 

Divide participants into groups of four to six. Give each group one of the cards. 

ACTIVITY  

Tell participants that the president of their company (or the head of their department) has resigned and 

the position is now being taken over by the person on their index card. Ask each group to think of one 

characteristic of this person that will help him or her do well in this new role. 

After a few minutes, ask the groups to report on what they decided. 
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