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There are few things that undermine 
effectiveness as swiftly and significantly as a 
lack of focus.  Being focused means doing the 
rights things, the right way, at the right time.  
The myriad of distractions and conflicting 
priorities that bombard us contribute to the 
tendency to occasionally take our ‘eye off the 
ball’ with regard to our true focus. The 
dimensions of focus that must be addressed 
involve focus at the life, work, day-to-day levels. 
 
 
Achieving focus is at the core of success in 
nearly every enterprise.  A lack of it can be 
particularly detrimental to those whose 
continued success is tied to achievement of 
results.  While this is certainly true for focus 
related to job tasks, it also is applicable to 
overall life focus.   Without a clear definition of 
life focus, daily priorities and work goals soon 
become empty means to a dissatisfying end.   
 
 
Bringing focus to one’s work is critical to 
defining job purpose and accountabilities.  This 
aspect of focus can be detailed in the form of 
mission, job purpose, key measures, and 
rewards.  This is further expressed in day-to-
day priorities and desired results that create 
daily focus.  Daily plans, task, and actions—
when tied to the established job and life focus 
areas—lead to high levels of performance and 
overall work-life satisfaction. 
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Somewhere there must be estimates of the 
huge amounts of money spent on goal setting, 
life planning, time management, and values 
clarification systems and programs.  Who 
wouldn’t agree that having a life plan isn’t a 
good idea?  Who wouldn’t agree that clarifying 
your values, establishing your life priorities, 
balancing your various life roles, etc., is 
essential to a well-lived life?  But, how many of 
us actually do this type of life planning?  And if 
we attempt it, do we have the discipline to 
follow-through, refine, update and implement 
our plan on an on-going basis?  Just how many 
well-designed and well-intention day 
planner/timer/runner systems have been 
abandoned and added to the accumulation of 
stuff we think there isn’t enough time to do?! 
 
 
Be cautious not to let a time-consuming or 
misused planning system become a barrier to 
your life planning efforts. So, abandon the 
system if necessary (or begin to use it 
properly), but don’t abandon your focus!  
Without a clear definition of your life focus, your 
daily priorities and work goals soon become 
empty means to a dissatisfying end.  Most 
importantly, your commitment and discipline to 
use whatever process you choose is the real 
key to a focused life. 

 
 

 
  
 
 

FOCUS YOUR LIFE 
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ACTION 
for  

 
 

LIFE FOCUS 
 

Schedule a life focus planning session with 
and for yourself.  Block off time on your 
calendar and find an appropriate place where 
you can commit some undisturbed time to 
contemplate and create.  In the spirit of 
simplicity, begin by defining the: 
 

4  most important things in your life: 

 
1. ____________________________________

______________________________________

________________________________ 

  

2. ____________________________________

______________________________________

________________________________ 

 
 

3. ____________________________________

______________________________________

________________________________ 

 
 
 
4. ____________________________________

______________________________________

________________________________ 
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3 most important values you hold: 

 

1. ____________________________________

______________________________________

________________________________ 

 

 

2. ____________________________________

______________________________________

________________________________ 

 
 

3. ____________________________________

______________________________________

________________________________ 

 
 
 
 

2 most important things you want to 

accomplish before leaving the planet: 

 
 
1. ____________________________________

______________________________________

________________________________ 

 

2. ____________________________________

______________________________________

________________________________ 
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1 thing you want people to most 

remember about your life: 
 
______________________________________

______________________________________

______________________________________

______________________________________

______________________________________

____________________ 

 

 

 

 

 

 

 

 

 

 

 

Get more detailed if you want—write a life 
mission, identify your life roles and define the 
priorities in each role, write your eulogy, map 
out a 5, 10 and 20 year plan—but don’t 
procrastinate on the major points until you have 
time for the detailed version.  You’ll soon figure 
out that the ‘big picture’ represents the most 
critical aspects of your life focus; the details will 
fall into place naturally. 

 

 

 



   8 

 
 
 
 
Bringing focus to your work is critical to defining 
your job purpose and accountabilities.  Clarity 
regarding your job and your accountabilities is a 
fundamental communication tool between you 
and your manager.  There should be clear 
agreement on your: 
 

• Mission. 

• Job purpose. 

• Key measures. 

• Rewards. 
 
Your mission should relate to the mission of 
your organization and express objectives in 
areas such as market share, growth, levels of 
service to customers, positioning of your 
business relative to the industry, the 
competition or perceptions of the marketplace 
or your customer base.  Your job purpose 
states why your particular position exists and 
how it supports the mission.  For example, the 
corporate annual report might provide a clear 
mission.  But if you think your job purpose is to 
expand marketplace awareness and your boss 
thinks you were hired to increase sales, it would 
be useful to sort this out sooner rather than 
later.   
 
Specific key results and measures are 
absolutely critical.  You and your manager must 
have a crystal-clear agreement on how your 
effectiveness and success will be measured.  
Without such performance measures there’s a 
risk that evaluations of your performance will be 
based on  subjective criteria or, even worse, 
what’s seen by your manager vs. what you 
deliver in terms of results.  Finally, rewards 
(e.g., merit increases, advancement 
benchmarks and timeframes, bonuses, other 
perks) should be clearly tied to performance 
measures.  Otherwise, there’s a huge risk of 
confusion, assumptions, second-guessing, 
disappointment, anger, resentment, and job 
dissatisfaction.  
 

FOCUS YOUR WORK 
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It’s essential that you take steps to clarify 
agreements between you and your manager to 
ensure that your job focus is clear.  Take the 
initiative when necessary to discuss, clarify and 
document the terms of your role and 
relationship with whoever evaluates your 
performance and influences your future.  
Therefore, if your organization doesn’t utilize a 
structured performance management system, 
create one and negotiate the details with your 
boss.   
 
Remember that ultimately YOU are responsible 
for managing your performance, your work and 
your future and for determining on a day-to-day 
basis how best to ensure that your goals are 
realized.   
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ACTION 
for  

 
 

WORK FOCUS 
 

Create a job plan that includes the following 
items: 
 

 Purpose statement for your position with a 
clear statement of the added value you 
bring to: 

• Your organization. 

• Customers. 

• Other stakeholders.  
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Identify at least 5 key results you’re expected 
to achieve, with specific measures by which 
your results are made visible.    

 
 
1. ____________________________________

______________________________________

________________________________ 

 

2. ____________________________________

______________________________________

________________________________ 

 

 

3. ____________________________________

______________________________________

________________________________ 

 

 

4. ____________________________________

______________________________________

________________________________ 

 

 

5. ____________________________________

______________________________________

________________________________ 

 

Discuss/review this with your manager and 
document your agreements. 
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Regardless of the goal setting or time 
management system you use, you should begin 
each day knowing: 

 
• What your priorities are (and WHY they’re 

critical). 

• What you need to accomplish (be certain 
you can quantify, measure or otherwise 
clearly define this). 

• What your game plan is for achieving the 
needed results (this includes both the HOW 
and WHEN components of your daily action 
plan). 

• What the rewards are for accomplishing 
your goals for the day  (the immediate pay-
offs to you personally and professionally). 

 
Your daily priorities are based on your job focus 
and are the ‘call to action’ for your day.  For 
example, your priorities may relate to things like 
closing sales, completing articles or designing 
strategic change plans.  What you need to 
accomplish on a given day would be more 
specific and clearly measurable, e.g., complete 
a sales proposal, finish another phase of 
research or complete the development of a 
change management survey 
 
Your game plan includes a list of ‘TO DO’ items 
that support the accomplishments you’re 
targeting for the day.  These items could involve 
anything from phone calls with clients, 
conference calls with team members who are 
collaborating with you on a project, documents 
you need to write, feedback to be reviewed and 
discussed with colleagues, planning meetings 
with your manager, etc.   
 
 
 

FOCUS YOUR DAY 
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Your game plan would detail the importance of 
each task, when you need to complete it and 
how.   For example, a sales executive may note 
in her/his schedule for the day that one of the 
MUST DO items in connection with a major 
proposal is completion of the pricing plan to be 
accomplished by calling the marketing manager 
for input on the discount schedule and 
reviewing the draft plan with the sales manager 
before 2:00 p.m. so it can be sent to the client 
to meet the 4:00 p.m. deadline.  Of course, the 
sales executive also would plan the reward for 
completing and submitting the proposal (and 
completing other work targeted for that day).  
Rewards can be anything that provide 
incentives and motivate you and keeps you 
focused on the things that contribute to your 
success in your work.     
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ACTION 
for  

 
 

DAILY FOCUS 
 

Decide which daily planning process is best for 
you.   If you’re not sure, at a minimum, start 
with a blank piece of paper (or a new document 
on your computer).  Be certain to put in writing 
your prioritized ‘To Do’ items for your next 
workday.  It’s a simple step, but all the great 
journeys begin with one! 
 
To get more specific, determine the: 
 

4  Top Priorities in your current work: 

 
 
1. ____________________________________

______________________________________

________________________________ 

 

2. ____________________________________

______________________________________

________________________________ 

 

3. ____________________________________

______________________________________

________________________________ 

 

4. ____________________________________

______________________________________

________________________________ 
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 3 Specific Accomplishments targeted for 

your next workday: 

 

  
1. ____________________________________

______________________________________

________________________________ 

 

2. ____________________________________

______________________________________

________________________________ 

 

3. ____________________________________

______________________________________

________________________________ 

 

 

2 Actions you must take to complete your 

accomplishments: 

 

  
1. ____________________________________

______________________________________

________________________________ 

 

2. ____________________________________

______________________________________

________________________________ 
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1 Reward you’ll attach to completion of 

targeted accomplishments: 

  
1. ____________________________________

______________________________________

________________________________ 

 

 

 

 

BONUS! 
 
If you’re having trouble identifying rewards for 
yourself, here are a few suggestions to get 
those creative ideas flowing: 
 
▪ A nice dinner at a new or favorite 

restaurant. 

▪ Tickets to a concert or the theater. 

▪ A new book (and the time to read it). 

▪ An afternoon off for a round of golf, time at 
the beach or a museum, a tennis match or 
pampering at the spa. 

▪ A new outfit (or sofa, case of wine, piece of 
art, etc.). 

▪ A long weekend at a resort, in a remote 
fishing camp, skiing, sailing, hiking, camping 
with the kids. 

▪ A nap. 

▪ A special event/outing to share with your 
family or friends. 



   17 

 
 

“How to Bring Focus  
to Your Life and your Work” 

 
 

To order additional copies, inquire about 
volume discounts, request reproduction 

rights, or discuss how this booklet can be 
customized for your organization, contact: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Check out other books and booklets from 
VirtualWorks! including: 

 

 Dot Calm: The Search for Sanity in a 
Wired World 

 Working Too Much Can Make You 
Grumpy 

 Working From a Distance: Being Your 
Best When You’re Not With the Rest 

 How to Lead From a Distance 

 Remote Leadership: Successfully 
Leading Work-from-Anywhere and 
Hybrid Teams 

 

 

 

 
 

3000 Village Run Road 
Bldg 103, #310 

Wexford, PA  15090  USA 
 

Tel:   724.934.9349 
 
 

www.VirtualWorksWell.com 

 

info@virtualworkswell.com 
 

http://www.virtualworkswell.com/


   18 

For additional resources and success 
strategies for achieving focus and work-

life balance, be sure to read 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This highly-praised book by  
Debra Dinnocenzo and Rick Swegan offers 

solutions to your over-connected, 
overworked world!      

 
Learn how to: 

 

• Reconcile personal priorities and values with the 
demands of your job. 

• Set your work aside to make time for personal 
and family needs.  

• Organize and prioritize the endless electronic 
clutter in your day. 

• Create a greater sense of connectedness and 
community in a world of faceless electronic 
communication. 

• Design a personal plan for navigating the 
delicate balance between work and personal 
needs. 

 

 
Call or visit our website to order your 

copy today!   
 

www.VirtualWorksWell.com 
 
 

Take one step now…to make a 
difference for your work, your family, 

and your life.   

 

http://www.virtualworkswell.com/
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