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IDENTIFY 
WHEN YOU’RE MOST FOCUSED

According to Dan Ariely, a Duke University
professor of psychology and behavioural
economics, the two most productive hours of
the day are right after we wake up. Some
successful entrepreneurs say they are most
productive on Friday evenings, in the middle
of the day, or at lunchtime.
 
Spend a couple of weeks paying attention to
when you feel most focused and alert. Don’t
waste your most precious and productive
window of time. Block it out each day to
spend on your most cognitively demanding
work that will impact your business.

Both the underperforming and the super successful agent have 24 hours in their day. So
what’s the difference? It’s about time management and prioritising, learning how to work
smarter instead of harder and make the most of your workday.

As author Tony Schwarz puts it: 
‘Manage your energy, not your time.’
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We constantly create unrealistic To-Do lists for ourselves. We include things
that are never going to get done and keep adding more and more as we go. All
this does is cause unnecessary stress.
 
Instead, try deciding on three things you must accomplish each day, Just
three. Make sure that at least one of those MITs is something that will move
you closer toward your long-term goal. You could set your MITs first thing in
the morning or the night before, this is an important part of boosting your
productivity. 
 
By prioritising most important tasks, you can take control of your day, be a lot
more productive and eliminate some of the daily work stress.

PLAN YOUR WEEK

Before your work week begins, plan your
time realistically. Give yourself enough time
to complete a task well before moving onto
the next. If you’re always feeling rushed, that
frenetic energy will spill over into every
other part of your business.
 
There are many ways to plan. Some use a
whiteboard, others prefer sticky notes, a
leather-bound agenda or the calendar on
their mobile.
 
However, you do it, laying out a plan for your
week will help you visualise how you can
best spend your time to complete
everything on your list.

SET DAILY MITS (MOST IMPORTANT TASKS)
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We live in a culture where multitasking is seen as a supernatural ability. The truth is,
multitasking actually makes you less productive overall. Some researchers suggest that
multitaskers are 40% less productive. Not only will they need to work longer to get ‘caught
up’, but, according to Stanford researcher Clifford Nass, heavy multitaskers have a hard
time regaining focus and sorting out relevant information from irrelevant details.
 
Why? Your brain can really only focus on one thing at a time – so even though you’re doing
five things at once, you aren’t doing them very well. Instead, experts say you should focus
on completing one task at a time and limiting distractions while you work. You’ll get more
accomplished in a shorter time.

DITCH MULTITASKING

USE THE 2-MINUTE RULE

The 2-minute rule comes from David Allen’s
bestselling book, Getting Things Done. The author
argues that most of the tasks we procrastinate are
not actually difficult or time-consuming, they’re
simple and quick to complete. The rule suggests
that if there is a task that can be completed in 2
minutes or less, you should do it immediately.
Need to make a photocopy of a contract, write a
thank you note, or check a postcode? Take care of
these quick jobs before they pile up and
overwhelm you. Adopting this rule will help you
combat procrastination and feel more productive.

https://www.amazon.co.uk/Getting-Things-Done-Stress-free-Productivity/dp/0349408947/ref=sr_1_1?crid=WZQ4QPYN09KD&dchild=1&keywords=getting+things+done&qid=1606393908&sprefix=getting+thi%2Caps%2C147&sr=8-1
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Between evening viewings and Saturday
open houses, agents don’t always have
predictable hours. While there are a lot of
scheduling hiccups beyond your control, it is
important to prioritise prospecting on a daily
basis. There is nothing more important than
creating new opportunities. Productivity in
sales is measured in opportunities created
and won. Experiment with your schedule to
find what works for you, but set aside at least
1 hour each day to focus on prospecting.
Many agents like to focus on prospecting
initiatives in the morning between 9-11 am.
Treat this prospecting time as you would any
other important appointment and
stick with it.

MAKE TIME FOR
PROSPECTING CALLS

BATCH THE TIME YOU SPEND
RESPONDING TO EMAILS

If you spend your time constantly
interrupted by replying to emails,
you’re never going to get your
most important work finished.
Try batching your replies into
just two times a day (11am and
4pm, for example).
 
If you use email to do prospecting
or follow up with leads, this may
not be an option for you. But the
principle behind the idea can still
work.
 
Instead of using email reactively,
proactively set aside specific
times where you’ll be working on
email and focus on other work at
other times.
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ELIMINATE
DISTRACTIONS
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CREATE AN INSPIRING SPACE

MANAGE NOTIFICATIONS

Your environment plays a large part in your
productivity. Home offices are a lot easier to
customise and keep tidy but both can be
retrofitted to boost your productivity.
 
Consider the most common distractions. A
sun-filled window can be an inspiration
unless what’s going on outside is distracting.
How’s your chair? If you’re constantly
fidgeting to get comfortable or finding
yourself sore from slouching all day,
find an ergonomic one.

Try to turn off as many distracting
notifications as possible, while
remaining available to your
clients. It can be a tricky balance.
If you’re able, let messages and
calls come through and mute
everything else. While at your
desk, put your phone face down
so you don’t see any blinking
lights or popups.
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Technology has changed the landscape of business. While it has made our
lives more complicated in some aspects – essentially allowing us to be on-call
24 hours a day, with access to email and social media in the palms of our
hands – it has also given us tools to increase our productivity.
 
There aren’t many things that can streamline agent productivity better than
property software tools. From your CRM to apps and other software, utilise
anything that frees up your time to be more productive. Don’t just consider
buying new tech, make an inventory of what you currently use and whether or
not it’s working for you. Start with your CRM – if it’s not helping your
productivity, if you’re spending too much time doing things that automation
should be doing, consider upgrading to a more robust system.

BLOCK SPAM CALLS

Your phone ringing all the time is distracting
but you don’t want to miss calls from clients
or leads. Try an app like TrueCaller that
screens inbound calls to help you block
spam calls and make sure you’re only
spending your time talking to clients.

LET TECH DO THE HEAVY LIFTING

https://www.truecaller.com/
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Your CRM is designed to facilitate lead management and
conversions. To maximise its effectiveness you need to feed it
current and accurate information. Take time every week to
update your CRM with new leads.

ENSURE THE RELIABILITY OF YOUR DATA

KEEP AS MANY PROCESSES 
AS POSSIBLE IN ONE SYSTEM

Logging in and out of different systems to complete related
tasks, creating accounts and trying to remember the passwords
for each one… it’s time-consuming, stressful and simply
unnecessary. Invest in software that keeps all your processes in
one place and can be used efficiently by all your agency
departments.



Veco™ by Eurolink

Page 11

SET REMINDERS FOR IMPORTANT DATES

Stop wasting time going through paperwork and old
notes trying to figure out when those important
deadlines fall. Use the calendar reminders on your
phone to set reminders for all important dates you need
to remember. An even easier option is using Veco™ by
Eurolink to set reminders and automate as much as you
possibly can. This way you can make sure that you are
spending your time productively, focusing on the most
important tasks that require your attention.

https://www.eurolink.co/vecobyeurolink/
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AUTOMATE
AS MUCH AS YOU CAN

It’s the 21st century! While we may
not be driving around in flying cars
yet, automation and AI technology
are rapidly evolving how we do
business. There are many apps and
software designed to help you work
smarter, faster, with less effort.
Everything from emails to your
social media content can be
automated. 

For example, you can use Hootsuite
or Later to schedule your social
media in advance, our  partners
from BriefYourMarket to plan and
schedule your newsletters, and
Veco™ by Eurolink to automate
applicant matches, arrears chasing,
viewing confirmations, offer letters,
Gas, EPC, EICR certificate chases
and more!

Try delegating or outsourcing repetitive tasks you can’t automate them. An
office assistant or a new agent just learning the ropes may be willing to take it
on to get exposure to a new aspect of the business. There are also many
companies whose business is making your life as an agent easier.

IF YOU CAN’T AUTOMATE, DELEGATE

https://www.hootsuite.com/
https://later.com/
https://briefyourmarket.com/
https://www.eurolink.co/vecobyeurolink/
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ITTRIA

Ittria's mission is to be an indispensable
source of revenue and free services to
letting agents across the UK. Ittria
offers a variety of revenue streams such
as utilities, broadband and insurance.
They also offer a host of free services
that eliminate the hassle of some
seriously tedious tasks but importantly
also free up time for your team to do
other things. These include void bill
management, utility notifications,
tenant referencing and more.

HELPTHEMOVE

Helpthemove was established to save agents time. Not only does the business
model provide a solution to streamline work processing, but it also incorporates
a way to monetise the administrative tasks that agents are already doing, via a
pioneering energy switch model. Since, starting up in 2014, the company has
become one of the fastest-growing utility management solutions in the market.
Helpthemove put service and meeting their clients’ needs at the core of their
business goals.

https://ittria.co.uk/
https://helpthemove.co.uk/
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Fixflo is an innovative, picture-based repair reporting system that reduces time
and resourcing of property maintenance repair reporting. It allows clients to
carry out repairs quicker and more efficiently by collecting information needed
about a problem without time-consuming calls or emails. It also reduces
workload by advising tenants of issues they are responsible for fixing, steps they
can take to help themselves and what they should do in an emergency.
 
There is no need for data entry as the information that is submitted by tenants
automatically flows into the Veco™ system. The web portal is available on
computers, tablets and Smartphones without download and it takes less than
10 minutes to set up.
 
The portal can be set up in a way that a tenant wouldn’t see a break in process
and would feel as though they haven't left the clients website. You can also
amend the advice messages to tenants to provide a more unique experience.
The system is available in 40 languages with reports translated back into English
by the time it reaches Veco™.

FIXFLO

https://www.fixflo.com/
https://www.eurolink.co/vecobyeurolink/
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USE EMAIL TEMPLATES

Are there are emails you find yourself
sending on a regular basis but can’t
automate? Don’t waste your time writing
them from scratch. Derive templates for
your most common messages so only
names and dates need to be updated.
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TOP-RATED PRODUCTIVITY
TOOLS FOR AGENTS

BOOMERANG FOR GMAIL

We’ve listed various productivity tools that can
help you save time and increase efficiency.

Boomerang helps users write an email and schedule it to be delivered at the
perfect time. With this productivity tool, you can also add reminders when you
need to follow up on an email within a specific period of time. The built-in
handy calendar picker and the text box that understands language like ‘next
Monday’ help Boomerang recognize when the user wants to send an email. 
 Boomerang also reminds you if you don’t hear back which will help you ensure
no communication attempts fall through the cracks. It also provides users with
a cleaner inbox and the backup of important messages. This way you can keep
your email out of your inbox until you need them. A clutter-free inbox is crucial
for keeping all essential conversations in one place.

https://www.boomeranggmail.com/
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SLACK

Slack enables users to have enhanced and clutter-free communication, helping
them become more productive. Many agents run around between meetings
and viewings taking random notes, managing documents and exchanging
numerous emails. 
 
In this fast-paced environment, it is really easy to lose the communication or
source of information in the pile of unkempt data. Slack, an intuitive messaging
app helps you be more productive while communicating with your team. It is
also accessible via iOS, Android and Windows devices which means you can
have seamless communication with your team no matter where you are.

https://slack.com/intl/en-gb/
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Research shows that at least 90% of your (or any) website visitors will never
come back after their initial visit. This means you are under immense pressure
to make that crucial first impression on your website visitors. Being in the
property industry you know that a responsive and intriguing website is the best
tool to interest clients. LeadPages is the tool that you need for making an
impact on your potential clients.
 
LeadPages allows you to create and launch high-converting landing pages in a
short amount of time. It has hundreds of templates to choose from and a
welcome gate designed specifically for greeting your first-time website visitors.
Its primary objective is the collection of important contact information which
you can use for your future references.

LEADPAGES

DocuSign is by far the best tool for eSignatures as it is fast, effective, and can be
done quickly via email. But, DocuSign can also increase your productivity and
revenue while reducing time and costs. 
 
DocuSign automates the entire agreement process, and it is the number one
provider of eSignatures for agents. The tool can integrate with any system you
are already using (including Veco™ by Eurolink) all while offering additional
value for your business to grow.

DOCUSIGN

https://www.leadpages.com/
https://www.docusign.co.uk/
https://www.eurolink.co/vecobyeurolink/
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STAY
CURIOUS
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Entrepreneurs on Fire is an award-winning Business
Podcast where John Lee Dumas chats with today’s
most successful Entrepreneurs. Pat Flynn, Seth
Godin, Tim Ferriss, Tony Robbins and Gary
Vaynerchuk are just 5 of the over 2000 interviews to
date. EOFire was created for YOU, the Entrepreneur,
Side-Preneur, Solo-Preneur and Small Business
Owner.

ENTREPRENEURS ON FIRE:
INSPIRING INTERVIEWS

PODCASTS

The Garyvee Audio Experience is hosted by
entrepreneur, CEO, investor, vlogger, and public
speaker Gary Vaynerchuk. On this podcast, you'll
find a mix of the #AskGaryVee show episodes,
keynote speeches on marketing and business,
segments from his WEEKLYVEE video series,
interviews and fireside chats he’s given, as well as
new and current thoughts he records originally for
this audio experience!"

THE GARYVEE AUDIO EXPERIENCE

https://www.eofire.com/podcast/
https://www.garyvaynerchuk.com/podcast/
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This inspiring and thought-provoking podcast is
brought to you, courtesy of Stanford University.
Its weekly show features discussions and interviews
with successful entrepreneurs and innovators and
shares their personal stories to help others learn
valuable lessons on “developing, launching and
scaling disruptive ideas”.

ENTREPRENEURIAL 
THOUGHT LEADERS

Youpreneur by British entrepreneur and bestselling
author Chris Ducker is dedicated to helping
entrepreneurs understand what it means to develop
their personal brand in the 21st century. Ducker
covers every topic from delegating to launching
online products and establishing industry authority
in his weekly podcast and offers key insight, advice
and tactics to help business owners succeed.

YOUPRENEUR

RISE is a weekly podcast which features “bold
conversations” with business heavyweights
and industry leaders that help its audience gain
“real-life takeaways” and actionable information
they can use to help grow their business. The show
is hosted by Rachel Hollis, a New York Times Best
Selling author and motivational speaker.

RISE PODCAST

https://ecorner.stanford.edu/series/etl/
https://youpreneur.com/podcast/
https://podcasts.apple.com/us/podcast/the-rachel-hollis-podcast/id1245763628
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In 2009, Simon Sinek started a movement to help people become more inspired at work,
and in turn, inspire their colleagues and customers. Since then, millions have been touched
by the power of his ideas, including more than 28 million who’ve watched his TED Talk
based on Start With Why—the third most popular TED video of all time.

People like Martin Luther King Jr., Steve Jobs, and the Wright Brothers had little in
common, but they all started with WHY. They realized that people won’t truly buy into a
product, service, movement, or idea until they understand the WHY behind it.

Start With Why shows that the leaders who’ve had the greatest influence in the world all
think, act, and communicate the same way — and it’s the opposite of what everyone else
does. Sinek calls this powerful idea The Golden Circle, and it provides a framework upon
which organizations can be built, movements can be led, and people can be inspired. And it
all starts with WHY.

GREAT READS

START WITH WHY: 
HOW GREAT LEADERS INSPIRE EVERYONE TO TAKE ACTION

https://www.amazon.co.uk/Start-Why-Leaders-Inspire-Everyone/dp/0241958229/ref=sr_1_1?crid=3IJ0IE1APDO7N&dchild=1&keywords=start+with+why&qid=1610030148&sprefix=start+with+%2Caps%2C162&sr=8-1
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Homo sapiens rules the world because it is the only animal that can believe in things that
exist purely in its own imagination, such as gods, states, money and human rights.

Starting from this provocative idea, Sapiens goes on to retell the history of our species from
a completely fresh perspective. It explains that money is the most pluralistic system of
mutual trust ever devised; that capitalism is the most successful religion ever invented; that
the treatment of animals in modern agriculture is probably the worst crime in history; and
that even though we are far more powerful than our ancient ancestors, we aren’t much
happier.

By combining profound insights with a remarkably vivid language, Sapiens acquired cult
status among diverse audiences, captivating teenagers as well as university professors,
animal rights activists alongside government ministers. By 2018, over 10 million copies have
been sold, and the book has been translated into nearly 50 languages.

SAPIENS

A revolutionary system to get 1 per cent better every day. People think when you want to
change your life, you need to think big. But world-renowned habits expert James Clear has
discovered another way. He knows that real change comes from the compound effect of
hundreds of small decisions - doing two push-ups a day, waking up five minutes early, or
holding a single short phone call. He calls them Atomic Habits.

ATOMIC HABITS

https://www.amazon.co.uk/Sapiens-Humankind-Yuval-Noah-Harari/dp/0099590085/ref=sr_1_1?dchild=1&keywords=sapiens&qid=1610030683&sr=8-1
https://www.amazon.co.uk/Atomic-Habits-Proven-Build-Break/dp/1847941834/ref=sr_1_1?crid=3VS7I1UVXD1CA&dchild=1&keywords=atomic+habits&qid=1610032489&sprefix=atomic+%2Caps%2C189&sr=8-1
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When you're going into a career that
involves a lot of self-discipline and
motivation like real estate, it can be hard
to find a system that helps you manage
your time and stay focused. This book
serves as a great motivator and resource
for how to set goals, organize your
workflow, and get things done.

THE ONE THING

An A to Z guide packed with
actionable advice for developing your
personal brand and accelerating your
professional success. 26 practical
lessons to help you whether you're an
entrepreneur, business leader,
aspiring professional, creative,
marketer or second careerist Insights
from professionals who are reaping
the rewards of recognition.

THE ROAD TO RECOGNITION

https://www.amazon.co.uk/One-Thing-Surprisingly-Extraordinary-bestselling/dp/1848549253/ref=sr_1_1?dchild=1&keywords=the+one+thing&qid=1610032952&sr=8-1
https://www.amazon.co.uk/Road-Recognition-Z-Accelerating-Professional-ebook/dp/B06XWZK7BH/ref=tmm_kin_swatch_0?_encoding=UTF8&qid=1610038926&sr=8-1
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CEO & Trustee of Agents Together, Sarah Edmundson has been
part of the property industry for many years, initially on the
ground as an estate agent and later establishing herself as one of
UK’s leading industry trainers. Since launching a training business
nationwide in 2017 focusing on physical and e-learning delivery,
Sarah has developed one of the most unique insights into modern
estate agency. To keep up with Sarah you can follow her on
LinkedIn, Twitter @SarahEdSays and Instagram @sarahedsays.

SARAH EDMUNDSON

Leading industry figure, Nicky Stevenson is Fine and Country’s managing director.
Starting out in estate agency during the early noughties, Stevenson rose to become a
senior lettings negotiator at Chestertons before joining an industry awards organisation in
2012 and later developing her skillset to include agency recruitment, training, business
networking and growth consultancy. You can keep up with Nicky on LinkedIn.

NICKY STEVENSON

MOVERS & SHAKERS

Josh Phegan is the internationally renowned go-to speaker, trainer and
coach for high-performance real estate agents and agencies. He is the
number one preferred trainer for Australia's top 100 agents and top 50
women in real estate. He personally coaches some of the who's who in
the real estate industry, both new, emerging and high-performance
agents. The free training library on his website is full of valuable
information. You can also keep up with Josh on Twitter @joshphegan,
Facebook @joshphegancoach, Instagram @joshphegan, LinkedIn and
Youtube.

JOSH PHEGAN

https://www.linkedin.com/in/sarahed/
https://twitter.com/SarahEdSays
https://www.instagram.com/sarahedsays/
https://www.linkedin.com/in/nicky-stevenson-888b0017/detail/recent-activity/
https://joshphegan.com.au/library
https://twitter.com/joshphegan
https://www.facebook.com/joshphegancoach
https://www.instagram.com/joshphegan/
https://www.linkedin.com/in/joshphegan/
https://www.youtube.com/channel/UCSy1c9cGP7J43BDLg7Pvqkg
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A real raconteur and larger-than-life character, Simon has a deep understanding of the
property industry, having spent two decades working in customer relationship
marketing.  Now as the founder of Kerfuffle, Simon is devoted to helping agents make
sense of proptech suppliers. Listen to his regular podcasts or follow on Facebook, with a
suitable warning about occasional language.

Women in Property creates opportunities, expands knowledge
and inspires change for women working in the property and
construction industry. The network links members to fellow
professionals across sectors and across the UK.  They are multi-
disciplinary, encouraging an exchange of ideas and sharing of
expertise, often through an extensive schedule of best practice
workshops, site visits, keynote talks and social events. Find out
how to join HERE.

SIMON WHALE

After a career as a bank manager and a letting agent, Christopher Watkins now runs a
highly successful business generation company aimed at letting agents. His popular
round table-style podcasts are often as hilarious as they are insightful. Subscribe to
Chris’s YouTube channel for his next instalment.

CHRISTOPHER WATKINS

WOMEN IN PROPERTY

The Property Academy provides information, insight, ideas and inspiration for
individuals and companies in the property industry. Powered by Peter Knight and
aimed at estate and letting agents, it facilitates marketing round tables and idea-
sharing sessions. The organisation is on Twitter (@propacad) and Peter can be followed
by using @peterknightblog. Regular property insights and musings are delivered in his
weekly four-I newsletter.

THE PROPERTY ACADEMY

https://www.kerfuffle.com/
https://pod.co/whats-the-kerfuffle
https://www.facebook.com/KerfuffleClub
https://www.womeninproperty.org.uk/
https://www.womeninproperty.org.uk/branches/
https://www.womeninproperty.org.uk/non-members/how-to-join/
https://www.youtube.com/user/nicholashumphreystv/videos
https://propertyacademy.co.uk/
https://twitter.com/propacad
https://twitter.com/peterknightblog
https://propertyacademy.co.uk/four-i-newsletter

