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Eve Ash 

How to 

power up and 

get more done 

The end of the year is approaching and 

you want to feel all is in order and you 

are achieving well, right? So it is time to 

power up and complete tasks. Can you 
organise yourself better? Why not 

mega-charge your working habits right 

now? 
 

Swoop and shred 
Grab the biggest table or flat space 

you can find. This is your dumping 

ground for every bit of paper you’ve 

collected and haphazardly tossed in 

a corner. You’re going to do a Marie 

Kondo but rather than questioning 

whether an old memo or a cancelled 

job “sparks joy”, you’re simply 

organising everything into 

topics. Along the way, there’ll be 

stuff you can safely discard. Put the 

shredder to work for things out of 

date or scanned (unless they’re of 

sentimental or historic value – and 

be aware that there’s much to be 

said for corporate memory). Do this 

at home and at work. 

 

Clean and categorise 

Get your desktop folders sorted on 

your computer and in the physical 

space. Clean up loose drives and 

memory sticks. Get folders or 

suspension files and devise logical 

categories. File all loose documents 

and list what requires your 

immediate attention. Make sure you 

label things logically and clearly – be 

consistent with online and offline. 

The paperless office is only partly a 

reality, because when internet 

outages occur or the building goes 

up in flames (it happened to me in a 

high rise in Melbourne CBD!) you 

suddenly pray for back-ups and hard 

copies. 

 

So print and store critical 

documents and have backups on and 

offsite. The day will come when 

you’ll give yourself an almighty tick 

for having done so. 

 

Do the ‘didn’ts’ 
Write a list of everything you didn’t 

get done last (financial) year or this 

calendar year so far. Prioritise and 

set dates for each and every task. Be 

realistic about your timelines, but 

firm. These tasks must be 

eliminated. Set a clean deadline for 

before the end of this year. 

 

Decide on the ‘wants’ 
Write a list of everything you want 

to do from now on. If you like, 

divide them into personal, health, 

financial, social, family and 

intellectual goals. Remember a goal 

without a plan is just a dream or a 

wish. Start planning how you’ll attain 

these goals and the steps needed 

accordingly. 

 

Boost your ‘know how’ 
Decide on something new you will 

learn for the coming year. There are 

online courses galore, or choose a 

reputable course you can physically 

attend (time and your finances 

permitting). Choose areas that not 

only please you but which have 

some congruence with marketplace 

needs. 

 

Connect or reconnect 
Part of your supercharging is making 

new connections or rediscovering 

ones you haven’t seen in a while. 

The latter tend to work best when 

you’ve got new things to discuss or 

ideas for their involvement. Be alert 

to chance encounters or people 

who are moving in directions similar 

to you. 

 

Focus above all on outcomes. What 

are they? You don’t have to aim for 

the sky when a tree top could be 

just as rewarding. Or even the foot 

of the tree, if there’s a vibrant 

ecosystem there. 

 

You may not attain all that you set 

out to achieve but the important 

thing is that you’re determining a 

viable path based on what you 

learned from the past and better 

still, honing your sense of purpose. 

 

Be excited about the future. It 

galvanises your very enzymes, puts a 

spring in your step and a sparkle in 

your eye. 

 

© Copyright, Eve Ash 

 

About the Author 
Eve Ash, Author, Motivational 

Psychologist & Film Producer. 

 

Eve Ash is an entrepreneur who 

founded SEVEN DIMENSIONS in 

1979 (7d-tv.com). She has produced 

over 700 videos on management, 

communication, service, best 

practice, health and motivation, 

winning over 160 international 

awards. Her more recent work 

includes CUTTING EDGE 

COMMUNICATION 150 short 

comedy films, filmed in USA, a multi-

award winning feature documentary 

SHADOW OF DOUBT about a 

wrongful conviction in Tasmania 

(shadowofdoubt.tv) and the 

FINDING MY MAGIC cartoons to 

teach children confidence, featuring 

Olympian Cathy Freeman. 

 

Eve was a national winner of a 

Telstra Australian Businesswoman 

award. Her books Rewrite Your 

Life! and Rewrite Your 

Relationships! are published by 

Penguin Books. 

 

Eve is an inspirational speaker and 

renowned for her practical 

strategies, powerful communication 

style and memorable presentations. 

 

Co-ordinates 
Email: eve@7dimensions.com.au 

Web: eveash.com 

Twitter: @eveash 
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Important Notice 
© Copyright 2016, Bizezia Limited, All 

Rights Reserved 
 

This article appeared in Better Business 

Focus, published by Bizezia Limited ("the 

publisher"). It is protected by copyright law 

and reproduction in whole or in part 

without the publisher’s written permission 

is strictly prohibited. The publisher may be 

contacted at info@bizezia.com (+44 

(0)1444 884220). 

 

The article is published without 

responsibility by the publisher or any 

contributing author for any loss howsoever 

occurring as a consequence of any action 

which you take, or action which you 

choose not to take, as a result of this 

article or any view expressed herein.  

 

Whilst it is believed that the information 

contained in this publication is correct at 

the time of publication, it is not a substitute 

for obtaining specific professional advice 

and no representation or warranty, 

expressed or implied, is made as to its 

accuracy or completeness. Any hyperlinks 

in the article were correct at the time this 

article was published but may have changed 

since then. Likewise, later technology may 

supersede any which are specified in the 

article. 

  

The information is relevant primarily within 

the United Kingdom but may have 

application in other locations. 

 

These disclaimers and exclusions are 

governed by and construed in accordance 

with English Law. 
 

Publication issued on 8 November 2016 

  

  

 

 


