
PRODUCTIVE
LEADERSHIP

I M P O R T A N T  Q U E S T I O N S  A N D  T I P S

 F O R  W O R K P L A C E  P R O D U C T I V I T Y

Why am I doing this work? (Motivation and Work Ethic)
Remember: Passion, purpose and perseverance are 

Do a heart check: 

essential for long-term grit.

How do I think about my work responsibility and
leadership role ? (Attitude)
How can I bring creative solutions to my work? (Creativity)

Do a mind check: 

What is my unique skillset that I bring to my work (Skills)
Which skills do I need to develop to be better in what I do?
(Continuous learning)

Do a skills check: 

Is my workspace and calendar well organised?
(Organisation)
Are my tools and resources effective? (Tools and
resources) 

Do a workspace and resource check: 

How can I nurture my work relationships through good

Which issues do I need to address with colleagues? 

Do a connection check: 

communication and appreciation (Communication)

(Courageous conversations)

www.ezrah.co.za



Do regular heart and mind checks to ensure that you don't
waste your time on negative thoughts and actions. 
Set priorities, take decisive action and own that action.
Address issues that drain you or that waste your time quickly,
both personally and professionally.
Plan your monthly, weekly and daily calendar well so that it
works for you. 
Make sure that your workspace is neat and organised and that
your tools strengthen your productivity.
Make sure that you have sufficient skills to be efficient, creative
and competent. Learn new skills constantly.
Value your connections and resources.  Nurture them.

Practical tips for personal productivity:
1.

2.
3.

4.

5.

6.

7.

Lead from the front - your example is your most important
leadership tool.
Stay connected with the heart and mind of your team.
Make sure that your team has clarity on the vision,  mission and
project goals for each season.
Build ownership through shared decision-making on priorities.
Make sure that you have a good understanding of your team's
calendar and that you have realistic expectations and time-lines.
Make sure that your team members have the necessary skills, tools
and resources to complete the tasks at hand.
Make sure that your team's workspace is well organised and that a
productive and creative work environment is created.
Keep your team accountable through good meeting agendas,
minutes and follow-up communication. 
Teach your team to mobilise connections and resources and to
honour and nurture these relationships.

Practical tips for leadership productivity:
1.

2.
3.

4.
5.

6.

7.

8.

9.

Productivity is never an accident. It is always the result of a
commitment to excellence, intelligent planning and focused

effort.

- PAUL J. MEYER


