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主题广告牌



鸡蛋就该放在一个篮子里！


“不
 要把鸡蛋放在一个篮子里”的说法大错特错！一旦你担心风险而将资本分散，代表你的注意力也分散了。人生功成名就的秘诀其实很简单：一次专心做一件事，把最重要的事做到最好就对了！

本书作者盖瑞•凯勒，原本是一名优秀的房屋中介，擅长教导人们做出买卖房屋的明智决定。后来自行创立凯勒•威廉瑞提姆斯房地产公司，从原本在德州的一间小小办公室，跃升成为今日全美最大的房地产业者，并受《公司杂志》评选为年度企业家，且被誉为房地产业最有影响力的领导者。大多数人以为每件事都很重要，照着冗长的待办清单做事就对了。但是成功人士的看法和一般人不同，他们对于事情的轻重缓急有明确的判断，他们会选择“把所有鸡蛋放在一个篮子里，然后看好这个篮子”。在本书中，凯勒以个人的创业经验，阐明一个获得卓越成就的简单真理：要从工作和生活中得到最大的成功，就要尽可能缩小范围，聚焦在最重要的一件事上。

想要事事圆满，最后容易落得一事无成。实现更大成就的关键在于有所取舍，决定不做什么事；深思熟虑地做少一点事，而不是做更多。并且不断地问自己：
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先确定你从事的是最重要、能提供最大价值的工作，然后透过正确的步骤排除所有占据时间和注意力的琐事，专注在那一件事上，把事情做到最好，就能达成最高生产力。



第 1 部 关于生产力的6 大谎言 
英



谈到提高生产力，就会碰上6个经常引人误解的迷思。只要看清这些谎言的真相，就能步上提高生产力的道路。
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6大迷思 1 每件事同样重要

事情不分大小的想法纯粹是谎言。当每件事看起来同样重要时，你会埋头苦干，但只要一不小心，你在某个领域付出的心血，便可能无意间毁掉另一个领域的所有成绩。



大师观点

“最重要的事情不一定叫得最大声。”

——伯•霍克，澳大利亚前总理

“最重要的事绝不受最不重要的事摆布。”

——歌德，德国著名思想家



真相是我们从事的活动通常和生产力无关。照着又臭又长的待办清单工作没什么不好，但如果清单列满不重要的繁琐杂务，即使各种不同项目打了勾，还是到不了有意义的目的地。

有成就的人不会去做任何他想到的事。相反的，他们遵照的是不同的策略——对工作的轻重缓急具有明确的判断力，对前进方向有清楚的目标。成功者不会汇整出冗长的待办事项清单，而是整理出更简短的清单，全部都是为达成功的必要项目。这也是比较有成效的做法。

19世纪意大利经济学家维弗瑞多•帕雷托，提出了著名的80/20法则。他发现意大利80%的土地是由20%的人拥有，并以此为基础得到初步结论。 19世纪30年代晚期，通用汽车高阶主管约瑟夫•朱兰利用“关键少数和平庸多数”的概念说明此法则。作家理查•考克后来将此概念标注为“80/20法则”，说明你投入的小部分努力，将贡献大部分成果。
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大师观点

“80/20法则向来是我职业生涯中最重要的成功引导守则之一。就像朱兰一样，我也在自己的生活中，目睹这项法则描述的现象一再重演。但这里有一个陷阱。帕雷托想得还不够远，我希望你再继续往前。帕雷托提出的想法，由你来完成。

“你必须遵照80/20法则才能迈向成功，但你不必停驻在这里。继续往前。你可以撷取20%的20%的20%，一直到你得到一件最重要的事情！一开始先列出你想要的大范围清单，但要养成一种心态：你会从这里开始删减你的清单，在得到最重要的一件事之前不要停止。最要紧的一件事。你要专注的一件事。”


——盖瑞•凯勒





为了打破每件事同样重要的迷思，不要将焦点放在忙碌上——而要注意提高生产力。 不断反复问自己真正重要的是什么，直到清单上只剩下最重要的一件事 ，然后找出方法使你的核心活动成为每天的重心。换句话说，为了实现更大成就，就要缩小聚焦范围。思考能为你带来最大成就的核心活动，再将执行优先要务的时间尽量扩大——即使这代表你必须向其他许多还不错的工作说“不”。成功来自于做最重要的事。

6大迷思 2 多重任务是好事

2009年，史丹佛大学教授克里佛•纳斯着手证明多重任务的最终成果究竟如何。他研究了262位肩负多重任务的杰出工作者，震惊地发现多重任务者在各方面的绩效表现都十分差劲。他在结论指出，多重任务是个谎言，而且是完全缺乏效率的做事方法。



大师观点

“多重任务只不过是一次搞砸多件工作的机会。”

——史蒂夫•乌查尔，演说家、作家

“忙碌是不够的，蚂蚁也一样忙碌。问题在于我们在忙什么？”

——亨利•大卫•梭罗，作家兼哲学家



为什么多重任务的成果不如每个人的期望呢？其原因如下：

1. 每当你中断工作流程，总要花些时间才能回升到正常速度——不管中断时间是长或短。转换任务一定会牺牲工作效率。

2. 每次当你转换任务时，总有回不去原来任务的内在风险。多重任务会增加偏离原意的几率。

3. 当你肩负多重任务时，完成某件工作要花的时间更长，而不是更短。多重任务缺乏效率。

4. 同时尝试从事多项工作时，你变得更容易犯错——你的注意力没有放在真正重要的部分。

5. 多重任务加重压力程度。

6. 多重任务工作者免不了偏重新信息，忽略旧信息——即使新信息价值较低也会如此。

简单的事实是，当分心是天性而且是在意料之中时，多重任务便无法发挥效果。多重任务不会提升绩效——事实上，多重任务一定会引起更严重的分心，对结果造成负面影响。如果你相信迷思，以为自己有能力一次做好两件或更多件事，麻烦就等在前头。



大师观点

“一次做两件事等于什么也没做。”

——普布里利亚•西鲁斯，古罗马哲学家

“追逐两只兔子，你会落得两头空。”

——俄国谚语



6 大迷思3 你必须“严守纪律”

社会上一直存在一个观念：如果要成功，你必须过“严守纪律的生活”。因此，如果你还不如自己想象的成功，就会出现一个指标，说你还没遵行应有的纪律。这是不正确的。



大师观点

“你不需要严守纪律也能成功。事实上，如果你不那么严守纪律，反而能比你想象的更成功。这个理由很简单：成功是做对的事情，而不是做对每件事。成功的窍门在选择对的习惯，再通过刚刚好的纪律来养成。就是这样。这就是你要遵守的全部纪律。”

——盖瑞•凯勒与杰伊•帕帕森



与其努力成为严守纪律的人（不论你个人如何定义），你反而应该致力于养成具有生产力的习惯，引导你走向正确的方向。社会学家发现，若要养成一个习惯，并使习惯永久成为生活的一部分，平均要花66天左右。

小心尝试，并且一次养成一个习惯。 这么做将使你保持全心投入，选择一个习惯，带你走向你想要的前进方向。高成就的人可不是样样精通的世界一流执行家。他们通常选择性地确实养成少数几个重要的习惯。若要加入他们的行列，你必须如法炮制。

习惯最棒的特征在于，维持习惯花费的精力，比刚开始养成时来得少。 一旦你将成功的模式珍藏在习惯里，它们就会成为第二天性。这将简化你的生活。当具有生产力的习惯融入每天的例行工作时，你的生活会变得比较简单，前方道路也会变得更清楚。



大师观点

“人们不决定未来，人们决定的是习惯，而习惯决定未来。”

——F. M.亚历山大，莎士比亚独白剧演员

“与一般人认知相反，成功并不是一场展现纪律的马拉松。要有高度成就，你不必成为随时随地严守纪律的人——要求你的每个动作都受到良好的训练，面对各种情况都有办法控制。成功其实是一场短跑比赛——由纪律引爆冲刺，撑到习惯可以上场接手。”

——盖瑞•凯勒与杰伊•帕帕森



6 大迷思4 意志力总是“随传随到”

社会普遍流传的另一项迷思就是，万能的意志力总是在一旁待命，而且在你需要的时间和地点随传随到。这种“天下无难事，只怕有心人”的基本方针暗示：你只要有强烈的意图，胜过你对任何其他事物的渴望，就能达成伟大的成就。

不幸的事实是，个人的意志力总是起起落落。有时我们有很强的意志力，但有时又完全缺乏——意志力似乎有自己的生命。对多数人来说，意志力通常在一天工作开始时最强大，然后逐渐衰退。上午休息时间、午餐时间和下午点心时间可振奋一天中的意志力，但大部分时间意志力的保存期限都很短。意志力是有限但可再生的资源。

所以，让意志力投入生产性工作的聪明方法是什么？以下是几项建议：

1. 随时尊重你的意志力强弱程度——在任何时间、地点，当意志力可供利用时，你当然可以毫无疑问地驾驭它。但不要把意志力视为理所当然。

2. 在你预期意志力最强大的时段，安排最优先的任务——对大部分人来说，通常是一大早或休息过后进行的第一件工作。 每天的第一件事就是做最重要的工作，此时你的意志力最强大。

3. 用对的食物为大脑补充燃料——这样大脑才有充足能量施展有意义的意志力。虽然大脑只占身体质量的2%，却消耗掉为产生能量而燃烧的20%卡路里。如果你需要做出重大决策，先吃些高质量的食物，好让大脑处于高能量的状态。



大师观点

“关于意志力，时机就是一切。你在做对的事情时，你需要全力施展意志力，确保你不会让任何事物分散注意力，或操纵你远离对的事情。然后在一天剩下来的时间里，你需要有足够的意志力，支持或避免破坏你所完成的工作。这就是为达到成功你所需要的意志力。”


——盖瑞•凯勒与杰伊•帕帕森





6 大迷思5 你能实现平衡生活



大师观点

“事实上，平衡不过是空谈，是遥不可以及的白日梦……我们想去追求工作和生活之间的平衡，这不只是一门赔本生意；而且会带来伤害，甚至具有毁灭性。”


——凯西•哈蒙德，遗传学家





每个人都在谈论和“平衡生活”有关的话题，但实际上没有人曾经实现。平衡生活是一种迷思，不可能达成。为了在努力的领域交出亮丽的成绩单，你必须投入所有的精力和时间在你所从事的事物上，这自然表示你做其他事情的时间会减少。这种极度的专注力总是使得平衡生活不可能实现。



大师观点

“在专业上获得成功的世界，投入多少加班时间并不重要；关键要素是一次又一次地集中注意力。为了实现卓越成就，你必须选择最重要的项目，投入成功需要的所有时间。对所有其他工作来说，这种做法一定极度缺乏平衡，只有为了解决其他工作产生的问题，才会偶尔发生罕见的均衡状态。”


——盖瑞•凯勒与杰伊•帕帕森





与其试图达到适当的工作和生活平衡——19世纪80 年代中期，随着愈来愈多妇女进入职场才创造出来的概念， 不如用动态平衡来看待你的生活：

1. 将你的生活分成两个水桶——你的工作和你的个人生活。

2. 聪明地填满你的工作水桶——将绝大部分时间分配给你最重要的那件事。尽可能将工作天内最长的时间分配给你最拿手的工作，除此之外别无其他。

3．平衡你的个人生活水桶——不工作时，对生活的其他领域投入充满热忱的专注力。奉行努力工作也要努力玩乐的箴言。

平衡工作和个人生活重心的间隔时间不要太长。清楚知道你每次的重心要放在哪个项目，然后尽力做到最好。尽可能努力在两方面兼顾。这就是你所能实现的最佳平衡。

6大迷思 6 大方向是不好的，而且令人害怕

许多人不追求远大的梦想，因为他们落入了“大是不好”的迷思。事实是如果你害怕非常成功，反而屈就较小的成就，你就是在欺骗自己。你应该培养思考大方向的习惯，设定大胆、激励人心的目标。

无可否认的事实是，如果你思考大方向，你就会采取不同的行动，走上不同道路。举例说明如下：
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追求大成果时采取的行动（行动 1）和追求小成果（行动 2）的行动明显不同。聪明的人将他们的既有成就当成打造未来成就的平台，而不是对未来可能达成的目标设定无形的门槛。

大方向思考的关键包括：

1．另类思考——不要画地自限，而是想象其他人还没提出的可能结果。

2．勇敢行动——找出其他高成就者曾经采用的系统、模型、人际关系与习惯，再应用在你自己的工作中。

3．将失败视为旅程不可或缺的一部分——是前往非凡成就的路途上遭遇的暂时挫败。为抵达成功目标前的失败做好准备，也就是说从错误中学习，然后继续向前行。



大师观点

“梯子的横木不是用来休息，而是帮助支撑我们的一只脚，让我们有能力把另一只脚踏上更高的位置。”

——托马斯•亨利•赫胥黎，英国生物学家

“我要在这里提出成功的主要条件、一个大秘密——将你的努力、想法和资金全部集中在你服务的企业。从一条生产线开始，下决心在这条生产线生存，采纳各种改善方案，买进最好的机器，尽可能地了解这条生产线。

“会担心失败的是那些将资本分散投资的人，这代表他们大脑的注意力也分散了。他们投资这个、投资那个或其他东西；投资这里、那里，到处投资。‘不要把所有的鸡蛋放在一个篮子里’的说法大错特错。我告诉你，‘把所有的鸡蛋放在一个篮子里，然后看好这个篮子。’看看你四周，注意观察；这么做的人通常不会失败。看管和搬运一个篮子很简单。这个国家的人就是尝试搬运太多篮子，才会打破大部分的鸡蛋。”

——安德鲁•卡内基，世界钢铁大王、20世纪首富





Part 1 The Six Lies About Productivity 
中



There are six common myths which are really misunderstandings when it comes to being more productive. See these lies for what they are and you start on the path to doing more.

[image: no492-11E]


Six Myths 1 Everything matters equally

The idea of equality of achievements is a lie pure and simple. When everything seems to be of equal importance, you become busy doing stuff but if you're not careful, your efforts in one area can inadvertently offset all you achieve in another area.



Key Thoughts

"The things which are most important don't always scream the loudest."

— Bob Hawke

"Things which matter most must never be at the mercy of things which matter least."

— Johann Wolfgang von Goethe



The truth is activity is often unrelated to productivity. Working through a long and impressive list of To-Do is nice, but if that list is filled with trivial and unimportant stuff, you're not getting anywhere meaningful even while you check the various items off. Achievers don't try and do everything and anything they can think of. Instead, they follow a different strategy — they have a clear sense of priority and a clear goal for where they want to head. Instead of putting together a long To-Do list, achievers put together a much shorter list of the items they absolutely must do to succeed. This is a much more productive way to work.

In the 19th century, Italian economist Vilfredo Pareto came up with his famous 80/20 principle. His initial conclusion was based on the finding 80 percent of the land in Italy was owned by 20 percent of the population. In the late 1930s, Joseph Juran, an executive with General Motors, described this principle as the idea of the "vital few and the trivial many." Author Richard Koch then labeled it as the "80/20 Principle" and stated the minority of your effort leads to the majority of your results.

[image: no492-12C]




Key Thoughts

"The 80/20 Principle has been one of the most important guiding success rules in my career. It describes the phenomenon which, like Juran, I've observed in my own life over and over again — but there's a catch. Pareto doesn't go far enough. I want you to go further. What Pareto started, you've got to finish.

Success requires that you follow the 80/20 Principle, but you don't have to stop there. Keep going. You can take 20 percent of the 20 percent of the 20 percent and continue until you get to the single most important thing! Start with as large a list as you want, but develop the mindset that you will whittle your way from there to the critical few and not stop until you end with the essential ONE. The imperative ONE! The ONE Thing!"

— Gary Keller



To offset the myth that everything matters, don't focus on being busy — focus instead on being productive. Keep asking what really matters until there is only One Thing left on your list and then find ways to make that your core activity for the majority of each day. In other words, to achieve more, go small. Figure out what core activity generates the most results for you and then make maximizing the time you do that your top priority — even if you have to say "No" to lots of other nice things. Success comes from doing what matters most.

Six Myths 2 Multitasking is a good thing

In 2009, Stanford University professor Clifford Nass set out to prove definitively how multitasking work. He studied 262 people who were accomplished multitasking and was stunned to find multitasking performed worse right across the board. He concluded multitasking is a lie and this in a completely inefficient way to get things done.



Key Thoughts

"Multitasking is merely the opportunity to screw up more than one thing at a time."

— Steve Uzzell

"It's not enough to be busy, so are the ants. The question is what are we busy about?"

— Henry David Thoreau



Why doesn't multitasking work as well as everyone hope? There are several reasons:

1. Whenever you interrupt your workflow, it always takes time to get back up to speed — whether the interruption is short or long. Task switching always comes at a cost in terms of effectiveness.

2. Whenever you switch tasks, there's always the inbuilt danger you won't get back to the original task. Multitasking increases the chances of getting sidetracked.

3. It takes more time to do something when you multitask, not less. Multitasking is inefficient.

4. It becomes easier to make mistakes when you're trying to do several things simultaneously — you don't pay attention to what really matters.

5. Multitasking increases stress levels.

6. Multitasking inevitably favor new information over old — even when the new information is of lower value.

The simple truth is while distractions are natural and are to be expected, multitasking doesn't work. It does not boost performance — in fact, multitasking definitively introduces more distractions which undermine results. If you buy into the myth that you can do two or more things at once, problems lain ahead.



Key Thoughts

"To do two things at once is to do neither."

— Publilius Syrus

"If you chase two rabbits, you will not catch either one."

— Russian Proverb



Six Myths 3 You must be "disciplined"

In society at large, there is an enduring idea that to be successful, you have to lead a "disciplined life." Therefore, if you're not yet as successful as you want to be, then that's an indicator you're not as disciplined as you need to be. That's incorrect.



Key Thoughts

"You don't need to be a disciplined person to be successful. In fact, you can become successful with less discipline than you think, for one simple reason: success is about doing the right thing, not about doing everything right. The trick to success is to choose the right habit and bring just enough discipline to establish it. That's it. That's all the discipline you need."

— Gary Keller and Jay Papasan



Rather than striving to be a disciplined person — however you might personally define that concept — you should work to develop productive habits which will take you in the right direction. Social scientists have found it takes about 66 days, on average, to form a habit and make it a permanent part of your life.

Be careful to try and build only one habit at a time. That will keep you fully engaged so select a habit which will move you in the direction you want to head. Highly successful people are not world-class performers at everything. Rather, they tend to be selective in the few significant habits they do build. To join their ranks, you'll need to do something comparable.

The best feature of habits is they take less energy to maintain than they do to build in the first place. Once you enshrine success patterns into your habits, they will become second nature. This will simplify your life. When you have productive habits as part of your everyday routine, your life becomes less complicated and the way forward comes into clearer view.



Key Thoughts

“People do not decide their futures, they decide their habits and their habits decide their futures."

— F.M. Alexander

"Contrary to what most people believe, success is not a marathon of disciplined action. Achievement doesn't require you to be a full-time disciplined person where your every action is trained and where control is the solution to every situation. Success is actually a short race — a sprint fueled by discipline just long enough for habit to kick in and take over."

— Gary Keller and Jay Papasan



Six Myths 4 Willpower is always on-call

Another of society's prevailing myths is that the willpower to do anything is always on call and can be summoned whenever and wherever it is required. This basic approach of "Where there's a will there's a way" suggests achieving something great, you've just got to want it more fervently than you desire any alternative.

Unfortunately, the reality is willpower ebbs and flows in individuals all the time. Sometimes we have lots of it but at other times there is a definite shortage of willpower — it seems to have a life of its own. For most people, willpower tends to start off strong at the beginning of the work day and then gradually ebb out. Morning breaks, lunch breaks and afternoon breaks boost will power throughout the day but most of the time, willpower has a short shelf life. It's a limited but renewable resource.

So what's the smart approach for putting willpower to productive work? A few suggestions:

1. Respect your level of willpower at any time — and have the mindset you will most certainly harness it whenever and wherever it is available. Don't take willpower for granted.

2. Set your highest priority tasks for when you expect your willpower to be the strongest — which for most people is first thing in the morning or right after breaks. Do your most important stuff first each day while your willpower is at its highest level.

3. Fuel your brain with the right food — so your brain has enough energy to impose some meaningful willpower. Although your brain makes up only 2 percent of your body mass, it will consume 20 percent of the calories you burn for energy. If you need to make an important decision, eat some high quality food first so your brain has high energy levels.



Key Thoughts

"When it comes to willpower, timing is everything. You will need your willpower at full strength to ensure that when you're doing the right thing, you won't let anything distract you or steer you away from it. Then you need enough willpower the rest of the day to either support or avoid sabotaging what you've done. That's all the willpower you need to be successful."

— Gary Keller and Jay Papasan



Six Myths 5 You can achieve a balanced life



Key Thoughts

"The truth is, balance is bunk. It is an unattainable pipe dream… The quest for balance between work and life, as we've come to think of it isn't just a losing proposition; it's a hurtful, destructive one."

— Keith Hammonds



Everyone talks about leading a "balanced life" but the reality is nobody ever achieves it. The balanced life is a myth. It's impossible to achieve. To deliver extraordinary results in any field of endeavor, you have to focus all your energy and time on what you're doing and that automatically means you have less time to do everything else. That kind of intense focus always makes balance impossible to achieve.



Key Thoughts

"In the world of professional success, it's not about how much overtime you put in; the key ingredient is focused time over time. To achieve an extraordinary result you must choose what matters most and give it all the time it demands. This requires getting extremely out of balance in relation to all other work issues, with only infrequent counterbalancing to address them."

— Gary Keller and Jay Papasan



Instead of trying to achieve a good work-life balance — a concept which was only coined in the mid-1980s as more women entered the workforce — look at your life as being a dynamic balancing act:

1. Separate your life into two buckets — your work life and your personal life.

2. Fill your work bucket wisely — by giving a disproportionate amount of time to your One Thing. Allocate as much of your work day as feasible to what you're great at and nothing else.

3. Counterbalance your personal life bucket — by paying passionate attention to the other areas of your life when you're not at work. Have the mantra that you will work hard and then play hard as well.

Don't go too long without counterbalancing your work bucket and your personal life bucket. Be clear about which bucket you're filling at any one time and give it your best efforts. Working just as hard at filling both buckets as you can. That's the best kind of balancing you can do.

Six Myths 6 Big is bad, and to be feared

Loads of people don't chase big dreams because they have fallen for the myth "big is bad." The reality is if you fear being highly successful and instead settle for less, you shortchange yourself. You should get into the habit of thinking big and setting audacious, inspiring goals.

The undeniable reality is if you think big, you will act differently and go down different paths. To illustrate:
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The actions you take when going after a big outcome (Actions 1) will differ markedly from those you take if you're going after a small outcome (Actions 2). Smart people use what they've achieved to date as a platform on which to build for the future rather than as a glass ceiling for what they can achieve in the future.

The keys to thinking big are:

1. Think different — don't order from the menu but instead imagine potential outcomes nobody else has even envisaged yet.

2. Act boldly — find out what systems, models, relationships and habits other high achievers have used and put them to work in your own career.

3. Look at failure as an integral part of the journey–as a temporary setback on your way to exceptional results. Be prepared to fail your way to success – meaning to learn from your mistakes — and to keep moving forward.



Key Thoughts

"The rung of a ladder was never meant to rest upon, but only to hold a man's foot long enough to enable him to put the other somewhat higher."

— Thomas Henry Huxley

"And here is the prime condition of success, the great secret — concentrate your energy, thought and capital exclusively upon the business in which you are engaged. Having begun on one line, resolve to fight it out on that line, to lead in it, adopt every improvement, have the best machinery, and know the most about it. The concerns which fail are those which have scattered their capital, which means that they have scattered their brains also. They have investments in this, or that, or the other, here, there and everywhere. 'Don't put all your eggs in one basket' is all wrong. I tell you 'put all your eggs in one basket, and then watch that basket.' Look round you and take notice; men who do that do not often fail. It is easy to watch and carry the one basket. It is trying to carry too many baskets that break most eggs in this country."

— Andrew Carnegie





第 2 部 找出成效更大的一件事 
英



为了实现卓越成就，你必须专注在1个问题和3项观念：
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观念1 总是有一件事最重要

为了实现卓越成就，你必须专注在随时回答关键问题：“我现在可以做哪一件事，让其他每件事变得简单或根本不必做？”



大师观点

这个再简单不过的问题其实很有用，因为它结合了大处着眼的观点，以及小处着手的专注态度。如果你每天提出这个问题，然后确实执行会产生最大价值的活动；就是尽一切所能为你最重要的工作带来最大进展。

“焦点问题协助你找出任何情境下的那一件事。焦点问题帮助你厘清在生活的大范围中所渴望的事物，然后再抽丝剥茧，找出为了达成目的，你必须采取的行动。这其实是简单的过程：你提出最佳问题，然后找出最佳答案。”

——盖瑞•凯勒与杰伊•帕帕森

“不管你追求的答案是大或小，提出焦点的问题是你人生迈向终极成功的习惯。”

——盖瑞•凯勒与杰伊•帕帕森

“专注是指决定哪些是你不会去做的事。”

——约翰•卡马克，电玩游戏的程序设计师



观念2 成功是循序渐进的

远大成就不是一蹴可几的。成功比较像骨牌游戏——你一开始先推倒小张骨牌，然后小骨牌推倒较大的骨牌，最后才推倒象征伟大成就的巨型骨牌。 为了实现卓越成就，你要先从小任务开始，蓄积动能，然后逐渐壮大。

这意味着你必须让提出焦点问题成为日常例行工作的一部分，才能发挥它的魔力。 使焦点问题成为根深蒂固的习惯，步骤如下：

1．坚持到底——提醒自己，要花大约66天才能使提出焦点问题成为习惯，所以持续提出问题直到它成为第二天性为止。严肃看待卓越成就这个目标。

2．设立提醒的事物——或许在办公室贴上标语：“在最重要的一件事完成之前——其他工作都是让人分心的杂务。”利用便条、屏保和行事历提醒你。一张提醒标语可能写着：“最重要的一件事＝卓越成就。”

3．寻求支持——和职场同事组成成功支援小组，让他们也参与讨论。让配偶和家人也加入行动。帮助其他人了解提出问题的效用。

4．应用在所有的生活领域——不只是你的职业生涯。找出你生活中各种不同领域的重要之事，怀抱热情加以实现。



大师观点

“成功很简单。在适当的时间，用正确的方法，做对的事情。”

——阿诺•格列索，美国的幽默作家



观念3 成功是有迹可循的



大师观点

“获得成功的秘诀是开始起步。开始起步的秘诀是将复杂、庞大的任务，拆成可控制的小任务，然后从第一项任务开始着手。”

——马克•吐温，美国幽默大师、小说家



我现在可以做哪一件事，让其他每件事变得简单或根本不必做？当你持续不断地提出焦点问题时，往前迈进的关键在于找出你的最佳答案，再根据答案采取行动。你要研究、建立模型，再将行动答案整合到大而明确的问题中。

举例说明，假设你决定你需要做的一件事是增加营收。从这个决定所引导出来的问题，可用下述方法加以描述：

■ 小而明确的方法：“为了增加营收5%，我下一年度可以怎么做？”

■ 小而广泛的方法：“为了增加营收，我下一年度可以怎么做？”

■ 大而广泛的方法：“为了使营收加倍，我下一年度可以怎么做？”

■ 大而明确的方法：“为了使营收在未来6个月内加倍，我今天可以怎么做？”

大而明确的问题是“最佳问题”。实际上，当你提出这种最佳问题时，你指出了重大目标。大而明确的问题通常引出大而明确的答案，带你朝目标迈进。

最佳问题成形后，就可以整合到焦点问题：

为了使营收在未来6个月内加倍，我现在可以做哪一件事，让其他每件事变得简单或根本不必做？

最佳问题嵌入焦点问题之后，将迫使你找出最重要的项目。这当然是一件好事。
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当你针对最佳问题找答案时，随时记住，答案通常会以3种不同强度或形式出现：
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高成就者在面对挑战时，不只满足于简单可行或甚至是能力所及的答案。他们会追求目前存在、令人惊艳的可能性。为了和他们一样，你必须思考大方向，瞄准远大的目标。

要发掘可以将答案纳入、整合到最佳问题的可能性，以下是2个有用的方法：
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大师观点

“因为你的答案是原创答案，所以你可能必须自己发明实践方法。新答案通常要求新行动，所以如果在通往伟大成就的过程中你改变了，也不要感到惊讶。也不要因此停下脚步。这是魔法开始发生的地方，存在着无穷的可能性。不论挑战是什么，开创可能性的路径总是值回票价——因为当我们将触角延伸到最大，我们的生活也跟着拓展到最大。”

——盖瑞•凯勒与杰伊•帕帕森

“个人生产力是所有企业获利的基础。两者密不可分。如果没有个人生产力，企业不可能像变魔术似般的创造出大笔利润。伟大的企业，是由有生产力的个人一次又一次地打造而成。毫无疑问地，生产力最高的人，将获得企业给予的最大报酬。”

——盖瑞•凯勒与杰伊•帕帕森







Part 2 Find The ONE THING For Getting More Done 
中



To achieve extraordinary results, you have to focus on one question and three key concepts:
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Concept 1 One thing always matters more

To achieve extraordinary success, you have to focus on answering one key question all the time: "What's the ONE THING I can do right now — which will make everything else easier or unnecessary? "

This deceptively simple question works because it combines both a big picture perspective and a small picture laser-like focus. If you ask this question every day and then commit to working on whatever activity will generate the most value, you'll be making the best progress you feasibly can on your most important work.



Key Thoughts

"The Focusing Question helps you identify your ONE Thing in any situation. It will clarify what you want in the big areas of your life and then drill down to what you must do to get them. It's really a simple process: You ask a great question, and then you seek out a great answer."

— Gary Keller and Jay Papasan

"Whether you seek answers big or small, asking the Focusing Question is the ultimate success habit for your life."

— Gary Keller and Jay Papasan

"Focus is a matter of deciding what things you're not going to do."

— John Carmack



Concept 2 Success is sequential

Nobody achieves great success in one foul swoop. Being successful is much like a game of dominoes — you start by knocking down a small domino which in turn knocks down a bigger domino until you eventually knock down a huge domino which represents big success. To achieve exceptional results, you start small, build momentum and grow into it.

All of this means you have to make asking the focusing question part of your ongoing daily routine in order for it to work its magic. The steps in ingraining the focusing question as a habit are:

1. Be tenacious — remind yourself it will take about 66 days for asking this question to become a habit so stick with asking it until it becomes second nature. Be serious about getting extraordinary results.

2. Set up reminders — perhaps put up a sign at work which reads: "Until my ONE Thing is done — everything else is a distraction. "Use notes, screen savers and calendars to give you clues. Another reminder might read: "The ONE Thing = Extraordinary Results."

3. Recruit support — form a success support group with work colleagues and get them talking about this as well. Get your spouse and family in on the act. Help others learn how this questions works.

4. Use it in all areas of your life — and not just your career. Figure out what is your One Thing in all the different areas of your life and apply it with passion.



Key Thoughts

"Success is simple. Do what's right, the right way, at the right time."

— Arnold Glasow



Concept 3 Success always leaves clues



Key Thoughts

"The secret of getting ahead is getting started. The secret to getting started is breaking your complex overwhelming tasks into small manageable tasks and then starting on the first one."

— Mark Twain



What's the ONE THING I can do right now — which will make everything else easier or unnecessary?

As you ask the focusing question consistently and persistently, the key to moving ahead is to find and then act on the great answers you will generate. You want to research, model and then integrate into your actions answers to that question which are big and specific.

To illustrate, suppose you decide the One Thing you need to do is to increase your sales. This leads to questions which can be couched several ways:

■ A small and specific approach: "What can I do in the coming year to increase my sales by 5 percent?"

■ A small but broad approach: "What can I do in the coming year to increase my sales?"

■ A big, broad approach: "What can I do in the coming year to double my sales?"

■ A big and specific approach: "What can I do today which will enable me to double my sales in the next 6 months?"

The big and specific question is a "great question." In practical terms, when you ask a great question like that, you're pointing towards a major stretch goal. Big and specific questions will usually lead to big and specific answers which move you forward.

Once you have a great question framed, you can then integrate it right into your focusing question: What's the ONE THING I can do today to double sales in six months– such that by doing it, everything else will become easier or unnecessary?

Embedding your great question into your focusing question forces you to identify what matters most. This is always a good thing.
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As you look for an answer to your great question, keep in mind answers generally come in three distinct strengths or flavors:
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High achievers don't just settle for what's easily doable or even what they can do if challenged. They go after the highly impressive possibilities which exist. To do the same, you have to think big and aim for the stars.

To uncover the possibilities which you can incorporate and integrate into your answer to a great question, the two approaches which will be helpful are:
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Key Thoughts

"Because your answer will be original, you'll probably have to reinvent yourself in some way to implement it. A new answer usually requires new behavior, so don't be surprised if along the way to sizable success you change in the process. But don't let that stop you. This is where the magic happens and possibilities are unlimited. As challenging as it can be, trailblazing up the path of possibilities is always worth it — for when we maximize our reach, we maximize our life."

— Gary Keller and Jay Papasan

"Personal productivity is the building block of all business profit. The two are inseparable. A business can't have unproductive people yet magically still have an immensely profitable business. Great businesses are built one productive person at a time. And not surprisingly, the most productive people receive the greatest rewards from their businesses."

— Gary Keller and Jay Papasan





第 3 部 如何实现卓越成就？ 
英



实现卓越成就靠6步骤：
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专注一件事1 抱持目的过生活

每个人自然都想要快乐，但如果你直接追求快乐，最后只会得到空洞的装饰，而不是真实的事物。想要成为快乐的人，就要投入你的生活和工作去追求更伟大、更深远的事物。

你需要问自己的问题是：

我现在可以做哪一件事，为我和世界带来最大的意义，而且让其他每件事变得简单或根本不必做？

找出早上驱使你、让你起床的动力是什么。如果你想不出来，至少写下你想要达成、令人印象深刻的远大目标，然后详细描述你达成目标的方法。选取你要前进的方向，抱持信念开始朝那条路前进，然后你就会得到快乐。



大师观点

“目的是通往权力和个人力量泉源最笔直的道路，所谓的个人力量，包括信念的力量和坚持不懈的力量。卓越成就的处方笺是知道什么对你最重要，然后每天服一剂辅助处方笺的行动药方。当人生有了明确目的，理清思绪的速度加快，会让你更确信前进的方向，也通常会做出更快速的决策。做决策速度加快时，你通常会成为最先做出决策的人，然后提出最佳选择。当你有了最佳选择，你就有机会得到最佳经验。这就是知道要往哪个方向前进之后，有助于引导你到可能的最好成果，以及生活中可以提供的经验。”

——盖瑞•凯勒与杰伊•帕帕森

“目的提供终极黏着剂，协助你坚持走在已经起步的道路上。当你的所作所为符合你的目的时，你的生活就像合著节拍律动的感觉，双脚踩在路上的步伐，似乎跟大脑和心跳声相互应和。抱持目的生活之后，如果你工作时更常哼着歌或甚至吹起口哨，也不要太惊讶。”

——盖瑞•凯勒与杰伊•帕帕森

“人生不是寻找自己，人生是创造自己。”

——萧伯纳，英国现代杰出的现实主义戏剧作家



专注一件事 2 依照轻重缓急过生活

当生活有了目的，你会知道要往哪里去。依照轻重缓急过生活时，你会看见为了抵达目的地，你需要做的事。

抱持目的生活的关键技巧， 在于利用所谓的“设定到现在为止的目标法”。写下以下问题的答案将协助你应用此技巧。
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“设定到现在为止的目标”是有用的方法，因为它帮助你找出长期目标，再连结到你为了目标进度现在必须采取的行动。你思考大方向，同时又聚焦在小而明确的项目。你将今天的行动，联结到未来的每一天，再想象目标达成的景象。你也可以用更具策略性的方式思考，因为你的路线图已经在手边。

确定你写下了这些问题的答案。研究显示，如果你写下目标，达成率将提高40%。写下你的目标，放在你经常看得见的地方。



大师观点

“计划会将未来带到眼前，所以你现在就可以针对未来采取行动。”

——盖瑞•凯勒与杰伊•帕帕森



专注一件事 3 为生产力而活

不论你喜欢采用哪种系统，富生产力总是可归纳出两项简单原则：
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为了实现卓越成就，在每一次拟订计划时，随身携带你的行事历或会议日志， 依照顺序保留时间给下列3件事：

1．保留休息时间——你可以当作自己在假期之间工作。放松会让你更有生产力，达成此目标的关键，在于拥有高质量的休闲时间。排出充电的时间，知道假期会在什么时候到来。

2．保留时间给那一件事——这段时间你会专注在生产力最高的工作。目标放在1天至少排定4小时从事那一件事，不论付出任何代价也要腾出这段时间。把每天早上意志力全开的时段安排出来。

3．保留计划时间——每星期至少利用1小时，检视你的年度目标和每月目标，追踪进度。每次开会时，反复思索这个问题：“以我目前的进度为基础，为了使这个星期的目标跟上每月目标，使每月目标跟上年度目标，我这个星期必须做的那一件事是什么？”

保留时间之后，你必须积极保护这些时间。让其他人知道你有空和没空的时间——他们会尽快做合理的调整。如果有人尝试窃取你分配给那一件事的时间，要委婉地加以拒绝，再提议其他可行的时间。如果这个方法不可行， 你可以利用以下4项策略，保护你保留给那一件事的时间：

1．打造一间碉堡——里面有你为了维持生产力立即可用的每样东西。也许为你自己安排一间会议室或类似场所。

2．在碉堡存放必需品——补给品、材料、零食、饮料等。在碉堡备妥每样东西，你就不必为了外出而分心。

3．扫除碉堡的地雷——关掉电话、关闭电子邮件、出入口，或最好将网页浏览器从计算机删除。做好准备100%专注你的那一件事。

4．获得支持——让最可能打扰你的那些人知道你在做什么，你什么时候有空。当这些人看见事情全貌时，通常会乐于通融。



大师观点

“实现卓越成就的人，不是借由增加工时达成，而是在工作时间内完成更多工作。”

——盖瑞•凯勒与杰伊•帕帕森

“生产力和吃苦耐劳、忙碌不停或挑灯夜战无关……生产力和设定轻重缓急、做好计划，以及捍卫你的时间有关。”

——玛格丽塔•塔塔柯夫斯基，作家

“效率是把事情做对，效果是做对的事情。”

——彼得•德鲁克，管理顾问大师



专注一件事 4 做出 3 项承诺

为了实现长期的卓越成就，你需要做出3项承诺：

1. 坚持熟能生巧——积极主动寻找把工作做得更好的方法。众所周知累积1万小时的练习时间，就能成为任何领域的精英。如果你一天花4小时，一年花250个工作天（一周5天乘以50周），那么你就可以开始往领先的方向移动。再接再厉。

2. 持续寻找最佳的做事方法——从企业家倾向转变为目的导向。企业家活力充沛、冲劲十足，但在学习工作窍门时通常技术水平不高。离开轻而易举的熟悉领域，集中心力、展现决心。随时提醒自己，为了达到不同成果，你必须做些不一样的事情，强力突破任何绩效表现的高原停滞期，你要更有决心。寻找可用的更好模型和系统，释放你的潜能。

3. 为了达成那一件事，愿意尽一切所能地负起责任——为你的结果负责。忍受挫败，始终向结果看。别管周遭可能让你分心的事，继续往前走。寻找并且认清事实，找出可行的解决方案，依此努力。如果可能的话，找一个可以报告的对象——教练、老师、导师或只是你尊敬的朋友，但仍由你掌控方向。拥有你所创造的成果。



大师观点

“记住，我们谈论的不是一般结果——我们追求的是卓越。这种生产力最难捉摸，但不一定如此。当你为了最重要的那一件事优先保留时间，保护你保留的时间，然后尽可能以最有效的方式善用你保留的时间时，你就能发挥最大的生产力。享受活出那一件事的力量。”

——盖瑞•凯勒与杰伊•帕帕森



专注一件事5 当心 4 个小偷

你需要积极防范4个生产力小偷，包括：

1. 缺乏说“不”的能力——这表示你接受太多引导你往错误方向的计划。如果你可以开始对让你分心的事情说“不”或起码说“现在不行”，你自然就会空出更多时间从事你的那一件事。说“不”是一种解放。

2. 害怕混乱——这其实一点帮助也没有。当你专注在那一件事上，其他事项就会被移到次要位置，这有时候会制造一团混乱的感受。和这些感受和平共处——它们是很自然的感觉，显示你正处在精通那一件事的正确轨道上。学着处理这种情绪。你因专注而实现的成就，将大过因暂时的不适而做出的补偿。

3. 不良的健康习惯——最终意味着你没有妥善管理你的活力。小心不要因为狼吞虎咽、消化不良而牺牲你的健康。善加维持你的活力，经常从事让你充电的活动。你必须通过良好的饮食、规律的运动和良好的习惯来维持你的活力，这样你在处理那一件事时，才能尽可能投入更多活力。

4. 处在不支持你所设目标的工作环境——会降低你前往正确方向的几率。预先采取行动。打造一个引导你前往期望方向的实体环境。环境里的每个人都支持你为了生产力而付出的努力。不要破坏你为了那一件事所付出的最大努力。打造一个工作环境，提供你向前走和向上发展所需的一切事物。



大师观点

“我不能相信人生的目的是追求快乐。我认为，人生的目的是要成为有用的人、负责任的人、具有同情心的人。最重要的是，要活得有意义、有价值、有所贡献、为你生活的世界带来一点点不同。”

——李奥•罗斯顿，犹太学者



专注一件事6 现在就开始！

要实现卓越成就，你就必须从大方向思考，但采取行动时要从小处着手。考量你的目的，想清楚你的那一件事是什么，然后尽量把时间花在那一件事上。



大师观点

“行动建立在前一个行动之上。新习惯建立在旧习惯之上。今天的成功建立在过去的成功之上。适当的骨牌推倒下一张骨牌、再下一张和下下下张骨牌。所以，当你想获得卓越成就时，寻找为你启动骨牌效应的杠杆。伟大人生是乘着连锁反应的强势波浪，连续堆栈而成，也就是说，当你以成功为目标时，你无法直接抵达终点。卓越不是这样达成。你每天、每星期、每月、每年专注一件事所累积的知识和动力，才能赋予你打造卓越人生所需的能力。”

——盖瑞•凯勒与杰伊•帕帕森

“现在开始 20 年后，你因为没做的事感到的失望，会比你做过的事来得更大。所以丢掉绳圈。扬帆告别避风港。张满你的帆，乘风航行。去探索、去做梦、去发现。”

——马克•吐温，著名小说家



与其用“早知道”的借据本票填满你的生活，不如忙着过一个不后悔的人生。成功总是属于掌握诀窍的人。展开行动，击出通往那一件事的第一张骨牌，美妙的连锁反应就此展开。



大师观点

“让生活有目的、认识你的那一件事、使每天最重要的优先事务达到高成效之后，你的生活就会有意义，实现卓越成就会变得有可能。人生所有的成功都从你自己开始。你知道该做什么。你也知道如何去做。你的下一步很简单。你就是那第一张骨牌。”

——盖瑞•凯勒与杰伊•帕帕森





Part 3 How to Achieve Extraordinary Results? 
中



Delivering extraordinary results is a six step process:
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ONE THING 1 Live with purpose

Everyone naturally wants to be happy but if you go after happiness directly, all you'll end up with are the hollow trappings rather than the real thing. To be happy, dedicate your life and your career to achieving something bigger and more far-reaching.

The question you need to ask yourself is:

What's the ONE THING I can do in my life that would mean the most to me and the world, such that by doing it everything else would be easier or unnecessary?

Figure out what drives you and gets you up in the morning. If you can't do that, at least write down something big and impressive you'd like to achieve and then map out how you'd do it. Pick the direction you'd like to move in and start heading down that path with conviction and you'll be happy.



Key Thoughts

"Purpose is the straightest path to power and the ultimate source of personal strength — strength of conviction and strength to persevere. The prescription for extraordinary results is knew what matters to you and taking daily doses of actions in alignment with it. When you have a definite purpose for your life, clarity comes faster, which leads to more conviction in your direction, which usually leads to faster decisions.

When you make faster decisions, you'll often be the one who makes the first decisions and winds up with the best choices. And when you have the best choices, you have the opportunity for the best experiences. This is how knowing where you're going helps lead you to the best possible outcomes and experiences life has to offer."

— Gary Keller and Jay Papasan

"Purpose provides the ultimate glue that can help you stick to the path you've set. When what you do matches your purpose, your life just feels in rhythm, and the path you beat with your feet seems to match the sound in your head and heart. Live with purpose and don't be surprised if you actually hum more and even whistle while you work."

— Gary Keller and Jay Papasan

"Life isn't about finding yourself. Life is about creating you."

— George Bernard Shaw



ONE THING 2 Live by your priorities

When you live with purpose, you know where you want to go. Live by your priorities and you'll see what you need to do to get there.

The key technique for living by your priorities is to use a technique called "goal setting to the now." This works by writing down your answers to these questions:
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Goal setting to the now works because it takes your long-term goals and connects them to what you need to be doing right now to be making progress. You think big but at the same time go small and specific. You are connecting your actions today to all of your tomorrows and visualizing what it will take to get to your goals. You can also think more strategically because you have a roadmap in place.

Just make certain you write down your answers to those questions. Research shows if you write your goals, you are 40% more likely to accomplish them. Write your goals down and put them somewhere where you will see them frequently.



Key Thoughts

"Planning is bringing the future into the present so that you can do something about it now."

— Gary Keller and Jay Papasan



ONE THING 3 Live for productivity

No matter what system you prefer to use, being productive always comes down to two simple principles:
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To achieve extraordinary results, take your calendar or appointment diary at each planning session and time block three things in this order:

1. Time block your time off — so you can view yourself as working between vacations. You'll be more productive if you're relaxed and the key to that is to have some quality down-time. Set aside time to charge your batteries and know when that will be.

2. Time block your One Thing — when you will focus on what makes you most productive. Aim to schedule at least four hours a day for doing your One Thing and then defend that time fiercely. Schedule it early each day when your willpower is at full strength.

3. Time block your planning time — at least one hour each week where you will review your annual and monthly goals and track progress. At each meeting, you ponder the question: "Based on where I am right now, what's the ONE Thing I need t do this week to stay on track for my monthly goal and for my monthly goal to be on track for my annual goal?"

Once you have your time blocks in place, you then have to protect them with vigor. Let others know when you'll be available and when you won't — they will adjust reasonably quickly. If someone tries to steal your time allocated to your One Thing, gracefully decline and come up with alternatives. If that doesn't work, the four strategies you can use to protect your One Thing time block are:

1. Build a bunker — where you have everything you need to be productive close at hand. Perhaps schedule a conference room for yourself or something similar.

2. Store provisions in your bunker — supplies, materials, snacks, beverages, etc. Have everything there so you don't need to go out and get sidetracked.

3. Sweep your bunker for mines — turn off your phone, shut down your e-mail, exit or even better delete your Web browser from your laptop. Be prepared to give your One Thing 100 percent of your attention.

4. Enlist support — let those most likely to disturb you know what's going on and when you'll be available. They will often be highly accommodating when they see the big picture.



Key Thoughts

"The people who achieve extraordinary results don't achieve them by working more hours. They achieve them by getting more done in the hours they work."

— Gary Keller and Jay Papasan

"Productivity isn't about being a workhorse, keeping busy or burning the midnight oil… It's more about priorities, planning, and fiercely protecting your time."

— Margarita Tartakovsky

"Efficiency is doing the thing right. Effectiveness is doing the right thing."

— Peter Drucker



ONE THING 4 Make three commitments

To achieve extraordinary results over time, you need to make three commitments:

1. Follow the path of mastery — keep aggressively and actively looking for ways to get better at what you do. It's now widely accepted you have to accumulate 10000 hours of practice to become an elite performer in any field. If you put in four hours a day for 250 workdays a year (five days a week for 50 weeks), then you'll be starting to move ahead of the pack. Keep working at it.

2. Continually seek the very best way to do things — move from being entrepreneurial to becoming purposeful. Entrepreneurs are high on energy and motivation but are often low on skills while they are learning the ropes. Move beyond what comes naturally to being focused and purposeful. Keep reminding yourself that to achieve a different result, you've got to do something different so power through any performance plateaus and become purposeful. Look for better models and systems you can use to unlock your potential.

3. Be willing to hold yourself accountable for doing all you can to achieve your One Thing — take ownership of your outcomes. Absorb setbacks and stay result oriented. Keep moving forward even when other things are happening all around which have the potential to sidetrack you. Seek and acknowledge reality, find workable solutions and get on with it. If at all possible, have someone you report to — a coach, a teacher, a mentor or just a friend you respect — and stay in the driver's seat. Own what you produce.



Key Thoughts

"Remember, we're not talking about ordinary results— extraordinary is what we're after. That kind of productivity eludes most, but it doesn't have to. When you time block you most important priority, protect your time block, and then work your time block as effectively as possible, you'll be as productive as you can be. You'll be living the power of The ONE Thing."

— Gary Keller and Jay Papasan



ONE THING 5 Watch out for four thieves

The four thieves of productivity that you need to guard against zealously are:

1. An inability to say "No" — which means you say yes to too many projects which take you off in the wrong direction. If you can start saying "No" or at the very least saying "No, for now" to distractions, you will automatically free up more time to work on your One Thing. Saying "No" is liberating.

2. Fear of chaos — which is actually unhelpful. When you focus on your One Thing, other matters will get moved to the back burner which sometimes creates a sense of chaos. Make peace with those feelings — they're natural and show you're on the right track to mastery of your One Thing. Learn to deal with it. What you accomplish by focusing will more than make up for temporary discomforts.

3. Poor health habits — which ultimately mean you don't manage your energy well. Be careful not to sacrifice your health by biting off more than you can chew. Manage your energy levels and do things to recharge your battery often. You have to manage your energy through good diet, regular exercise and good habits so you can devote as much energy as possible to your One Thing.

4. Having a work environment which does not support your goals– which makes you less likely to be moving in the right direction. Be proactive. Create a physical environment which is conducive to where you want to head. Fill it with people who will support your efforts to be productive. Don't sabotage your best efforts to focus on your One Thing. Have a work environment which gives you what you need to move onwards and upwards.



Key Thoughts

"I cannot believe that the purpose of life is to be happy. I think the purpose of life is to be useful, to be responsible, and to be compassionate. It is, above all, to matter, to count, to stand for something, to have made some difference that you lived at all."

— Leo Rosten



ONE THING 6 Start now!

To achieve extraordinary results, you've got to think big but go small with what you do. Figure out what your One Thing is taking into account your purpose and then get to work maximizing the time you spend doing that One Thing.



Key Thoughts

"Actions build on action. Habits build on habit. Success builds on success. The right domino knocks down another and another and another. So whenever you want extraordinary results, look for the levered action that will start a domino run for you. Big lives ride the powerful wave of chain reactions and are built sequentially, which means when you're aiming for success you can't just skip to the end. Extraordinary doesn't work like that. The knowledge and momentum that build as you live the ONE Thing each day, each week, each month, and each year are what give you the ability to build an extraordinary life."

— Gary Keller and Jay Papasan

"Twenty years from now you will be more disappointed by the things that you didn't do than by the ones you did do. So throw off the bowlines. Sail away from the safe harbor. Catch the trade winds in your sails. Explore, Dream and Discover."

— Mark Twain



Instead of filling your life with promissory notes titled "Would, Should, Could." get busy living a life of no regrets. Success is always an insider job. Get into action hammering away at the first domino which leads to your One Thing and that will start a great chain reaction happening.



Key Thoughts

"When you bring purpose to your life, know your priorities, and achieve high productivity on the priority that matters most every day, your life makes sense and the extraordinary becomes possible. All success in life starts within you. You know what to do. You know how to do it. Your next step is simple. You are the first domino."

— Gary Keller and Jay Papasan





延伸阅读


做少一点，成就会更大

追求高效率已经成为许多人必要的人生课题，因为每天有太多事要做，除非有效地管理时间，否则无法管理自己的人生。

其实时间管理不必搞得太复杂。与其费尽心思让一天做更多事，不如专心去做对自己最重要的事。

当你手边有一堆工作要做，确实很难感受到生产力。我们必须采取不同的工作方式，运用80/20成功法则，尽可能把每天的时间投入在这20％的高生产力作业中。把精力花在能产生最重要成果的事情上。做少一点，成就会更大。

高产能工作 6 步骤

如果你把工作减少到只剩一组核心工作，并且专心做好核心工作，不理会其他事情，那么你一定能达成更多。

步骤 1 决定工作内容

要变得更有产能，第一个步骤就是决定自己究竟应该做哪些事，并且下定决心尽可能只做那些事。你应该把自己原本包括117个项目的待办事项清单，变成最后只剩下3项、5项或10项工作。关键在于删除那些浪费时间的事情，只做真正重要的工作。

步骤 2 排定工作时程

当你分辨出最有价值的少数关键任务后，接着就必须为每一件工作排定适当的时段和时间加以完成。以最高产能为原则安排自己的时间，并且学会在适当时机说“不”，才能有效运用自己的时间。

步骤 3 集中注意力

一旦你正确分辨出自己该做的事，也安排好时间加以完成，接着你就必须像剃刀般精准地完成这些工作。不论发生任何状况，都必须避免干扰，将每件工作贯彻完成。

步骤 4 处理新信息

为了在特定期间完成非常重要的工作，你必须有效取得完成该工作必要的信息。把大量涌入的信息组织到一套系统中，如果一有需要，就能在正确的地方取得。

步骤 5 完善整个回路

当你学会让自己的时间管理系统顺畅运作之后，你还必须不时修补自己的工作排程，直到运作达最高产能为止。提高警觉并把一切统合在一套单一、可管理的省时系统。

步骤 6 管理个人能力

持续留意所有直接影响产能的生理和心理因素。照顾好自己的身心状态，你才能每天从早到晚拥有维持产能的活力。不断学习更好的新方法，让你做更少，却成就更多。

运用 80/20 法则专注获利 7 诀窍

要增加利润，就该运用80/20法则重塑经营模式。这意味着要有辨识现有业务中最具利润部分的能力，以此为基础扩展业务，开发新商机。

专心做个高效率供应商，提供顾客高度重视的产品和服务，再想想该怎么做，才能做得比获利最高的企业更好，下列是7大诀窍：

诀窍 1 小处着眼

只专注在一块小区隔或利基市场上，在这个区隔中好好表现。比如BMW推出舒适宽敞的机车，而不求主宰整个市场。

诀窍 2 大处着手

推广先前只出现在某个市场区隔的产品和服务到更大的市场上。像是苹果计算机让计算机由商业市场走进消费者市场。

诀窍 3 提升产品与服务至高价值市场

每个大众市场都有一个相对应的利基市场，以这个市场中的消费者为目标，他们愿意多花钱购买一流产品或服务。

诀窍 4 针对大众市场

简化原本只提供富有消费者的产品和服务，提供给一般大众消费市场。比如快餐店就是以价格导向为焦点。

诀窍 5 成为价值领导者

可以自行加入更好或更多的服务，或是删除不必要的部分，提供更好的价值。例如西南航空公司借着精简服务，达到快速、可靠和平价的目标。

诀窍 6 运用直销管道

削减经营店面或大盘商供货的费用，直接销售产品和服务给消费者。戴尔计算机公司就利用这项竞争优势建立业务。

诀窍 7 集中注意力找出最有利润的工作

任何企业都有事半功倍的杠杆点，让公司能以最少的资本，得到最大效果。找到这些点，善加利用，专注在这些事情上，忽略其他不相干的事。

延伸阅读部分选自：

《高产能工作排程法》（大师轻松读系列）

《用20%就成功》（大师轻松读系列）
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