
Focus cheat sheet

Tackle your “elephant” tasks—the most 
challenging work—when your focus is strongest. 
This ensures you maximize your energy for high-
priority tasks without being sidetracked by 
smaller “rabbit” tasks. Use our focus agenda to 
help recognize these peak moments and plan 
accordingly!

Real productivity stems from managing your 
energy and focus, not just the hours you 
dedicate. Focus strategically to boost 
effectiveness.

True focus goes beyond your weekly priorities. 
It’s about looking beyond short-term gains, 
embracing patience, self-control, and 
resilience.

Every 90 minutes, plan a short 5-10 minute 
break to let your brain recharge. Use this time 
to move around, do breathing exercises, or 
simply gaze out the window. This helps you 
refuel your focus for the next productive 
session.

Still finding it hard to stay focused? Better 
Minds at Work has you covered. Our 
masterclasses and focus programs equip you 
with the tools to maintain productivity in the 
long run!

To improve your focus, it’s essential to 
practice singletasking. Start with short periods 
of full attention, like ten minutes, and gradually 
increase the time. This micro-habit 
strengthens the neural connections in your 
brain, helping you stay focused over longer 
periods. By consistently practicing 
singletasking, you train your brain to enter a 
deeper state of concentration, boosting 
productivity�

� Set a timer for ten minutes and choose one 
task to focus on completely�

� Eliminate distractions, such as notifications 
and open tabs�

� After the ten minutes, take a short break, 
then set another focused session.


Repeat this process, extending the time as you 
become more accustomed to focused work.

Focus isn’t just about adding—it’s also about 
consciously removing, a principle Nassim 
Taleb describes as Via Negativa. This means 
focusing not only on what we want to achieve 
but also on what we can let go to sharpen our 
goals. As Michelangelo once said when 
creating his masterpiece David, “I simply 
removed everything that wasn’t David.” By 
letting go of unnecessary distractions and 
outdated processes, we create space for what 
truly matters.

KNOW YOUR ELEPHANTS & RABBITS MANAGE ATTENTION, NOT TIME

INVEST IN YOUR FUTURE FOCUS

PRACTICE SINGLETASKING

UNFOCUS LIKE A PRO

EXPLORE VIA NEGATIVA

EMBRACE LASTING SUPPORT 

Eager to boost focus across your organization? Let’s connect! 

Reach out at info@betterminds.com to explore how we can help.

https://elkegeraerts.com/wp-content/uploads/2024/11/Golden-attention-agenda.pdf

