
$
Jon Kjær Nielsen

j   n.dk

Time for core tasks 
Avoid distraction and release time 

IFF, May 24th 2024 
with Jon Kjær Nielsen #jondk

More: YouTube.com/@JonDK

Materials: jon.dk/iff

http://jon.dk/iff


•Decide on 1 or 2 things 
you will do after today 

•Small steps!

Take action
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Jon Kjær Nielsen 
Speaker & Author 

M.Sc. in engineering, 2002.  
Former HR Specialist.   

Independent consultant 
since 2006. 

Biker, book-worm, chef, 
HappyWays Podcast host





Materials & more tools 
 Go to:   jon.dk/if   

• Today’s presentation 
• free ebook: “The Happy Dozen” 
• The HappyWays + RevolutJon!Podcasts 
• Goal tracking sheet 

• Bonus, in free subscription: Online 
trainings on productivity and virtual 
meetings (danish) 

http://jon.dk/danskebank
http://jon.dk/iff


Personal productivity:
Your struggle?



Productivity



Pseudo Productivity: 
The appearance of working

“Pandemic Tax”:
250% more meetings

  - Study at Microsoft





Interruptions



Time for focus & flow





Email, some numbers

•70%: 6 second reaction time 

•64 seconds  

•74 x day (every seven minutes) 

•20 of 200 added value  

•20% work time saved (1 day / week)



Managing workload..?
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Productive and happy!
1. Much happiness at work 
2. Spend less time (Parkinson’s law) 
3. Prioritize the important - before it’s urgent 
4. No multitasking 
5. Daily To-Do list 
6. Measure progress (updating your To-Do) 
7. Capitalize on your Prime Time 
8. Time for focus & flow 
9. Plan your day 
10. Choose the way you think



Parkinsons Law#2



Parkinsons Law

“Work expands to fill 
the time available”

  - Cyril Northcote Parkinson, 1955

#2



Parkinsons Law

Tactical use of 
deadlines

Limited time on 
taskNinja approach: 

Don’t do it

#2



“Urgent” will not make it more 
important. But we think it will.

#3





Prioritize the important 
before it’s urgent#3



Capitalize on your Prime Time#7



Prime Time, for groups

• Draw your own chart 
• Compare with the group 
• Q: How do you actually use 

your best hours? 
• Q: How could you use those 

hours better?  
• (how can can we help?)



#8 Time for focus & flow



Silent agreement



Silent agreement



Electronics of



Productive and happy!
1. Much happiness at work 
2. Spend less time (Parkinson’s law) 
3. Prioritize the important - before it’s urgent 
4. No multitasking 
5. Daily To-Do list 
6. Measure progress (updating your To-Do) 
7. Capitalize on your Prime Time 
8. Time for focus & flow 
9. Plan your day 
10. Choose the way you think



Meetings



Meetings - the usual suspects
1. Have an agenda 
2. Specify desired outcome (goal) 
3. Any manatory reading or preparation?  
4. Start on time 
5. Finish on time 
6. Allocate time per item 
7. Proper management of the meeting 
8. Keep a record of all decisions  



Meetings - the real deal



Workshop - part 1 of 2
Reflecting on the presented 
insights and principles, what’s 
your reaction? Where does 
this resonate with our daily 
work lives at IFF?



Workshop - part 2 of 2
No outsider decides how we approach work at 
IFF - it’s up to us. 

• How can management make life easier for 
team members? 

• What could we change in our habits and 
work culture, to give everyone both: 

• Room for focus and flow… 

• as well as collaboration, help and 
sparring? 

• How would we reduce time spent in 
meetings?



Materials & more tools 
 Go to:   jon.dk/if   

• Today’s presentation 
• free ebook: “The Happy Dozen” 
• The HappyWays + RevolutJon!Podcasts 
• Goal tracking sheet 

• Bonus, in free subscription: Online 
trainings on productivity and virtual 
meetings (danish) 

http://jon.dk/danskebank
http://jon.dk/iff


~100 videos



$
Jon Kjær Nielsen

j   n.dk

Time for core tasks 
Avoid distraction and release time 

IFF, May 24th 2024 
with Jon Kjær Nielsen #jondk

More: YouTube.com/@JonDK

Materials: jon.dk/iff

http://jon.dk/iff

