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Why this book was written
We live in a pressurised world. There is a broad consensus that our society is
more work oriented than ever before – that people work longer hours, that they
are more stressed, that our culture promotes overwork and over commitment. It is
true of society at large, and it is increasingly true of the not-for-profit sector. More
targets, more emphasis on outcomes, greater competition for funding, increasing
requirements to monitor and evaluate – these factors, together with a powerful
trend towards greater professionalism and tighter regulation of the sector, have all
increased the pressure on trustees, managers and front-line staff. There is pressure
to perform, to be effective, to achieve. In short, the not-for-profit sector is a much
more challenging place to work in than it was ten or fifteen years ago. 

The results of this pressure can be damaging indeed. Some academic studies
suggest that a decline in performance of anything up to 25% will result for those
very busy people who repeatedly work late, regularly spend long hours travelling
and who often take work home at the weekend. Think about the implications: if
you fit this profile, then your job is being attempted by someone who is only
about three-quarters as intelligent, sharp, focused and capable as you. And that
someone is, of course, you! We need strategies to cope with this increased
pressure, or the results for individual workers are likely to include more mistakes,
increased stress-related illness, even, ultimately, burn-out. From the point of view
of employing organisations, failure to equip personnel with the tools they need to
remain effective in an increasingly demanding world will mean a struggle to
achieve goals and difficulties in fulfilling the mission. This book was written
specifically to offer a programme and toolkit to help.   

Who is this book for? 
Over the past ten years I’ve talked to hundreds of people working for charities,
community groups, local authorities, partnerships and voluntary agencies about
the factors which impact on their ability to give of their best. Managers, trustees,
front-line workers, volunteers – all face similar challenges, such as leaving work
with the to-do list unfinished, spending the day firefighting crisis after crisis,
racing to hit deadlines, drowning in paper or struggling to satisfy everyone who
demands attention. The result is all too often a feeling of being overwhelmed
and stressed to the point where mistakes can be made and life stops being fun.

If you suffer from any of the symptoms listed above, then there will be
something in this book for you.
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The benefits
This book is designed to give you the tools and strategies to ensure that 

your own performance improves;  

team results improve as you share the techniques with colleagues; 

you will be equipped to deal with increasing work pressure and still have more
time for yourself and your loved ones; 

you will develop practical strategies to overcome challenges;  

you will gain more personal control over your day, and your life, and
experience less stress;

you will gain clarity about what you want to achieve, set realistic and
attainable goals and create a personal vision based on your values and roles;

you will learn how to balance long-term and short-term priorities;

and you will be shown how to survive the heat in the kitchen! 

This book includes sections on how to organise your day, limit interruptions,
achieve more from meetings, eliminate procrastination, handle the torrent of
faxed, e-mailed, and written material which passes over your desk and a host of
other specific and practical strategies.

This book will examine your behaviours
Effective and successful people behave in clearly identifiable ways. As they go
through life they apply the principles of achievement. Each of the first eight
chapters of this book deal specifically with one of these principles. The principles
are designed to help us deal with overly demanding colleagues, chaotic
workplaces, crammed schedules, mounting stress and the many other situations,
circumstances and issues which prevent us from operating at our best. More
fundamentally they address specific behaviours, the application of which help us
decide what we want from life and create a programme to achieve it.

How to get the most out of this book
Approach it with an open mind
Some of the thinking in this book is based on the golden principles of time
management that have been around for much of the last quarter of a century.
They’ve lasted that long because they work, and because they are based on
common sense. Some of the thinking, however, is new. You may not have
encountered it before, and you will need to approach it with an open mind 
if it is to benefit you.
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Make a commitment to change 
Each chapter addresses a different aspect of behaviour. Behaviours – the way 
we think and act as we go through life – underpin how much, or how little, 
we achieve. There is an old saying, ‘If you always do what you’ve always
done…you’ll always get what you’ve always got’. This book will repeatedly ask
you to change your behaviours, to try new things and new ways of thinking.
Change, particularly behavioural change, is hard. If you are not committed to give
the techniques in this book a chance and stick with them while you bed them in,
then don’t waste your time reading the book! If however you genuinely want to
achieve more with less pressure, accept that the price of this progress is
commitment to change.

Read each chapter twice 
Read it once quickly to get an overview. Then go back and read it again.
Complete the exercises. Think carefully about the issues. Identify how you can
apply the lessons to your own situation at work and at home.

Ruin the book 
This book is not designed to be kept as a pristine work of reference. It is
designed to be used as a tool to change your life! So read it with a highlighter 
or red pen readily to hand. Scribble on it, mark it up, underline key paragraphs 
or sentences. Interact with this book to get the most benefit.

Keep the book 
It’s not designed to be kept pristine, but it is designed to be kept. The greater the
impact the exercises in this book have on your attitude, thinking and behaviours,
the more you’ll want to change. But the greater the change, the harder it is to
maintain. So go back to the book, repeatedly, to remind yourself of the
commitments you’ve made. Put aside some time every month to review your
progress against the changes you have decided to make and the techniques you
have decided to implement.

At the very end of the book I’ve included a guide for you to create your personal
effectiveness master plan. This is optional. It may be that you feel you’ve made
enough notes, scribbles and lists in the body of the book itself to do the job. That’s
fine. Personally I like to pull everything together, once the thinking has been done,
into a single strategy. Not only does this help to reinforce the key messages I’ve
taken on board and commitments I’ve made, but it also makes reviewing and
modifying my plans easier. Choose which system works best for you.
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