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analysis xv
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Arthur, value to organizations 28
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progress 235–6

attention, paying 119–21
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risk averse 67–8
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balance, Realize stage 97–8
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changing 207
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thinking 75
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cluttered minds
de-cluttering importance 73–81
problems 78–81

coaching 242–3
comfort, Wake up! stage 89–91
communication 218, 220–6, 

230–1
emailing 222–3
meetings 224–5
telephoning 223–4

comparison
denial by xviii–xix, xxv
generations 3–10
work/life balance 10

concentration 143
conforming to norms 35–43

culture 39–41, 69
insecurity 37–8
personality 37
self-worth 41–3
survival 38
time management 42–3

conformity, vs individuality 69
consciousness, tidiness 136–7
context, working life 17–29
contextualization, Realize stage 

94–5
contributing to organizations 

21–2, 28–9
control, Realize stage 97
corkscrew analogy xxiii–xxv
creativity, Wake up! stage 87
criticism 46
culture

monkeys and the banana 40
norms 39–41, 69

curiosity 182–3

day mapping 111–17, 172, 173

de-cluttering your mind, impor-
tance 73–81

Decide stage 100–1
decisions, poor 80–1
delegated list, recording progress 

157
demographics 205–6
denial by comparison xviii–xix, 

xxv
dependency, work/job security 

11
design benefi t, good xxiii–xxv
desk detoxing 164–7
desk inventory xx–xxii
desk-mapping 108
diligence

personality 53–60
value to organizations 25–7

discretionary behaviour 215
value to organizations 27–8

dissatisfaction causes 61–2
do it now! xvii
drifting-in, Go! stage 103

elasticity of work, time management 
31, 33–4

embracing change 66, 145–8
emotional thinking 76
The Emperor’s New Clothes, Realize 

stage 90
energy 109–11, 142, 163
entertainment 227–8
ergonomics, tidiness 132–3
expectation, Wake up! stage 

88–9

factualization, Realize stage 92–3
fear of success 62–8

outsider syndrome 68
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reticence to volunteer 66–7
risk averse attitude 67–8
self-sabotage 63–5
unwillingness to change 66

fi ling systems 190–6
fi nances, detoxing your 245–6
focussing 121–7, 143

see also prioritizing
on achievements 144

food 108–9, 169–70
foresight, lack of 79
forgetting 79–80
fuel see food

generations comparison 3–10
genuine workers

infl uencing factors 36–43
time management 34–5

George - superhero, value to 
organizations 26–7

Go! stage 101–5
drifting-in 103
in-tox-ication 104–5
obstacle-fi nding 103
overthinking 102
state of mind 102–3

goal-setting 143–4
gossip 187–8
group activities list, recording 

progress 157
guilt 143–4

happiness, Realize stage 99
headmistress 123
home truths, establishing, Realize 

stage 92–3
hours, working long 14–15, 42–3

see also time management
house, detoxing your 243–4

impact, change 149–52, 208
in-tox-ication, Go! stage 104–5
individuality, vs conformity 69
input/output, recording progress 

153–4
insecurity, norms 37–8
intent, vs action 111, 141
inter-connectivity, key success 

element xii
interest 182–3
inventory, desk xx–xxii
itinerary 114–17, 229–30

job descriptions 20–1
jobs

assessing 19–22
defi ning your 19–22
purpose of 22–5

key elements, success drivers 
xi–xii

knee-jerk reactions 80

maps
day mapping 111–17
desk-mapping 108

martyrdom, vs selfi shness 71–2
materialism

vs spirituality 70–1
work/job security 11

meetings 224–5
method xv
mind, de-cluttering your 73–81
minimalization, tidiness 133–5
mission statements 22–3
momentum 142–3
monkeys and the banana, culture 

40
motivation xv, 72
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multi-tasking xxi
music 197–8

news 179–80
NHS, time management 42–3
norms, conforming to see conform-

ing to norms
note to self xvi

obstacle-fi nding, Go! stage 103
one touch/two touch 124–7
ordered thinking 77
organizations

‘below stairs’ 17–19
contribution to 21–2
public face/private persona 

17–19
value to 21–2, 25–9

outsider syndrome, fear of success 
68

overthinking, Go! stage 102

pause for thought xvi
perception problems 162–3
personality 46–60

attitude 53–60
criticism 46
diligence 53–60
norms 37
self-assessment tool 48–53
work/life balance 54–60
worker types 54–7

perspective
generations comparison 3–10
putting things into 162–3
setting your xxii–xxv

pertinent post-its xvii–xviii
philanthropy 213–14
philosophy, brain function 75–6
phoning 223–4
photographs 183–5

planning 202
post, dealing with 125–6
post detox 239–47
power hour 120–1
preparation 17, 107
pressure, Wake up! stage 87–8
prioritizing 114–17, 123–4, 174, 

194, 200
proactivity 80
problems

addictions xviii–xxii
admitting xviii–xx
perception 162–3
top ten work problems 61–2
toxins xviii–xxii

problems, cluttered minds 78–81
decisions, poor 80–1
foresight, lack of 79
forgetting 79–80
knee-jerk reactions 80
stress 79

procedure, key success element xi
progress

assessing 235–6
recording 153–8

psychological contract 58
public face/private persona, 

organizations 17–19

quotation xvii

reactive thinking 77–8
real life xvii
Realize stage 91–9

balance 97–8
contextualization 94–5
control 97
The Emperor’s New Clothes 90
factualization 92–3
happiness 99
home truths, establishing 92–3
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relationships 98
recording progress 153–8

delegated list 157
group activities list 157
input/output 153–4
solo list 156–7
space 153
time cake 154–7

redundancy, bucket of water 
theory 151

refl ection 152–8
relationships 233–4

Realize stage 98
responsibility, taking personal 

219–20
results of detoxing 247
reticence to volunteer 66–7
risk averse attitude 67–8
routine 164

Wake up! stage 87
rule of 3; 121

school headmistress 123
security

insecurity 37–8
work/job 10–13, 37–8

self-assessment tool 48–53
self-sabotage 63–5
self-worth

norms 41–3
work/job security 12–13

selfi shness, vs martyrdom 71–2
selling 176
sensation, brain function 75
shoe shop, job purpose 23–5
shoes, acquiring 70, 71
shopaholics 71
solo list, recording progress 

156–7
space, recording progress 153
spirituality, vs materialism 70–1

splurge, tidiness 137–8
spring-clean 181–2
stages, preparation 85–105

Decide stage 100–1
Go! stage 101–5
Realize stage 91–9
Wake up! stage 86–91

state of mind, Go! stage 102–3
stopping 121–4
storage, brain function 74–5
stress 79

Wake up! stage 87–8
‘stuff to do’ 65
success drivers, key elements 

xi–xii
success, fear of see fear of success
survival, norms 38
symbolic, key success element xi

talent, unique, value to organiza-
tions 25–7

technology trap 14–15
telephoning 223–4
thinking

brain function 75
cerebral 76
emotional 76
ordered 77
reactive 77–8
types 76–8

tidiness 131–9
consciousness 136–7
ergonomics 132–3
ethos 132–9
at home 135–6
minimalization 133–5
splurge 137–8
top ten tips 138
‘wipe as you go’ 136

‘time and motion’, time manage-
ment 33–5
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time cake, recording progress 
154–7

time-keeping, detoxing your 
244–5

time management 31–5, 119–21
see also working (long) hours
20 minute bursts 119–20
attention, paying 119–21
elasticity of work 31, 33–4
genuine workers 34–5
NHS 42–3
norms 42–3
power hour 120–1
‘time and motion’ 33–5

tips 107–17
top ten tidiness tips 138

tools 107–17
top ten tidiness tips 138
top ten work problems 61–2
toxins problem xviii–xxii
trade unions 8–9
travelling sideways 8
trivia management 127–8

unique talent, value to organiza-
tions 25–7

unwillingness to change, fear of 
success 66

value to organizations 21–2, 25–9

Arthur 28
contributing to 21–2, 28–9
diligence 25–7
discretionary behaviour 27–8
George - superhero 26–7
unique talent 25–7

visionary thinking 79
volunteer, reticence to 66–7

Wake up! stage 86–91
comfort 89–91
creativity 87
expectation 88–9
pressure 87–8
routine 87
stress 87–8

walking 162
water, drinking 163–4
‘what I do’ exercise 22–5
‘why test’ xii–xiii
‘wipe as you go’, tidiness 136
work, history of 7–10
work/job security 10–13, 37–8
work/life balance 6–7, 10

attitude 54–60
personality 54–60

work problems, top ten 61–2
worker types, personality 54–7
working (long) hours 14–15, 42–3

see also time management


