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EPISODE 204

How to Get and Stay Focused
We live in an age of distraction. No matter
what we're doing, we are constantly at the
mercy of internal and external distractions.
These attention-breakers have serious
consequences on our quality of work. The
good news is that with our growing
knowledge of the brain and improved
technology, there are specific steps we can
take to increase attention and improve focus.

This mini-guide includes the "focus matrix"
with an excerpt of tips from one quadrant. The
full guide includes tips and suggestions for
how to focus from all four quadrants of the
matrix. 

"Even if you’ve done everything

possible to set yourself up for focus,

it’s inevitable that at some point,

some time, you’ll find yourself

interrupted or distracted in the

moment. You need to be prepared to

quickly get back on track."
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THE FOCUS MATRIX

Mental Strength and
Recovery: Recognizing when
you've distracted yourself and
quickly getting back on task.

Interruptions: Acknowledging
an interruption or distraction
and whether it must be
attended to now or can wait.

Mental Exhaustion: Reducing
the cognitive load on your
brain so it can put the
maximal energy into the task
at hand.

Set Up: Arranging your
situation to optimize your time
and space for focusing.
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SOURCE OF DISTRACTION
 

INTERNAL EXTERNAL

Set an Intention: Before you start or after you've noticed you're distracted, set a specific
intention for what you want to accomplish or how you want to be during this time. For example, I
will clear my inbox in 25 minutes, or I will edit this document in 15 minutes, or I will focus on this
conversation without multi-tasking until the meeting ends. 

Breathe: Take a deep inhale and exhale while counting to 5. Repeat as many times as you need
to in order to clear your head. Some people prefer to close their eyes while doing this breath
work.

Take a Break: You may discover you're past the point of productive focus. If that's the case, take
a break and return to the work when you're ready. Continuing to push through will likely result in
added stress and poorer quality of work. 

Put on Music or White Noise: Music without words and white noise can help the brain focus by
eliminating other distracting sounds. It also gives the brain something to focus on besides our
own inner dialogue which can help reduce the distracting thoughts that pop up.

INTERNAL + IN THE MOMENT
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