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Dedication 

I dedicate this book to all who aspire to master their time, not to 
work more, but to live more fully.

May these pages help you find clarity, focus, and inner peace 
amidst today's hurried world. Believe that each day is a new 
opportunity to take control and shape your life as you envision it.

Have the courage to live intentionally and remember that the most 
valuable resource you possess is your time. Use it wisely and with 
joy.

Pavel Hrejsemnou
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Prologue 

The Age of Overload and Lost Time

Are you breathing? Really? Or are you just rushing, trying to catch 
up on an endless to-do list, responding to ever-increasing emails, 
and balancing work, family, and an infinite stream of information?

Welcome to the 21st century — the era of constant overload. We 
have more tools at our disposal than ever before, yet, 
paradoxically, we feel more exhausted and less productive. Our 
smartphones, which were supposed to save us time, have become 
shackles of constant notifications. Open-plan offices and flexible 
working hours often lead us to work longer, but with less impact. 
We long for focus, but our attention is torn into a thousand pieces.

This feeling of overwhelm is not your fault. It's a symptom of a 
system that forces us to be constantly "on," and the illusion that 
productivity means doing more.

But what if there's another way? What if true productivity isn't 
about filling every minute, but about effectively utilizing the most 
important ones? What if you can regain control over your time, 
your attention, and your energy?

This book is your guide on this journey. It's not a collection of 
quick tricks, but a map to sustainable transformation. We'll explore 
scientifically-backed strategies, psychological models, and 
practical habits that will help you:

• Define what's truly important and eliminate the 
unnecessary.

• Reclaim your attention in a digital world full of 
distractions.

• Optimize your energy, not just your time.
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• Harness the power of habits and routines to achieve 
consistent results.

• Understand your mind and make better decisions.
• Create space for creativity and rest, because these are 

also part of a productive life.
Whether you're a student, entrepreneur, manager, or just someone 
who feels overwhelmed by daily demands, this book is for you. 
Get ready to rethink your concept of productivity. Get ready to 
learn to work smarter, not harder. And most importantly, get ready 
to rediscover the joy of being the master of your time.

Your journey to mastering time begins right now.
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The Secret to Productive Time: How 
to Accomplish More in Fewer Hours 

Introduction: Welcome to a World Where Time 
Works for You

We all have the same amount of time available – 24 hours a day. 
Yet, it seems some people manage to achieve disproportionately 
more than others. They build successful careers, maintain 
meaningful relationships, pursue their hobbies, and still enjoy life. 
How do they do it? What's their secret?

This book isn't about working longer or chasing unrealistic goals. 
It's about working smarter, more efficiently, and with greater 
peace of mind. It's about discovering and applying proven 
productivity principles that will help you gain control over your 
time and achieve your dreams without sacrificing yourself.

We'll delve into the mindsets and practices of successful people 
from around the world – from business leaders and innovators to 
artists and athletes. We'll explore their habits, strategies, and 
approaches to time that have enabled them to achieve exceptional 
results. And most importantly, we'll provide you with practical 
tools, ideas, and exercises to help you implement these principles 
into your own life.

Get ready for a journey that will transform your relationship with 
time. You'll discover that productive time isn't just about what you 
do, but also about how you do it and how you approach yourself. 
Let's uncover the secrets together that will allow you to accomplish 
more in fewer hours and live a more fulfilling life.
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Chapter 1: Myths and Realities of 
Productivity, or the Most Precious 

Commodity You Can Never 
Replenish 

Before we dive into specific strategies, it's crucial to understand the 
very essence of time and to dispel some common myths 
surrounding productivity. We're often bombarded with information 
that harms us more than it helps, leading to feelings of guilt or 
inadequacy.

Time: The Irreversible Flow of Life

Imagine any other valuable commodity – money, gold, real estate. 
You can, to some extent, regain, replace, or even multiply all these 
things. But with time, it's different. Every second that passes is 
irretrievably gone. You can't buy it, save it, borrow it, or get it 
back. It's a finite resource that is constantly diminishing. And that's 
precisely why it's so incredibly valuable.

From a psychological perspective, this perception of time forces us 
to reflect on meaning and priorities. The feeling that time is 
slipping away can cause anxiety and stress if we don't have it 
under control. Conversely, conscious and meaningful time 
management brings us a sense of fulfillment and peace. 
Philosophers throughout history have grappled with the nature of 
time. From the ancient Greeks, who distinguished between chronos 
(linear, measurable time) and kairos (the right, opportune moment), 
to modern thinkers exploring the subjective experience of time. All 
agree that time is a fundamental dimension of our existence.

Human history is closely linked to our efforts to measure and 
organize time. From primitive sundials and water clocks in ancient 
civilizations to the invention of mechanical clocks in the Middle 
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Ages and the subsequent globalization of time zones. The need to 
synchronize activities, plan agriculture, and later manage industrial 
production led to continuous improvements in time measurement. 
However, with the advent of the information society and 
globalization, it paradoxically seems that despite all technological 
advances, we are still running out of time. We have become 
"eternal debtors of time," constantly catching up on what we 
haven't managed to do. This book will help you pay off that debt.

Myths and Realities of Productivity

Now, let's look at some common myths surrounding productivity. 
We're often bombarded with information that harms us more than it 
helps, leading to feelings of guilt or inadequacy.

Myth #1: Productive people never rest.

Reality: The opposite is true. The most productive people in the 
world recognize the crucial role of rest, relaxation, and 
regeneration. They know that without regular breaks and 
sufficient sleep, their performance decreases and burnout occurs. 
Take, for example, Arianna Huffington, founder of The 
Huffington Post, who is a vocal advocate for sufficient sleep. After 
collapsing from exhaustion, she became a proponent of the 
importance of rest and sleep for productivity and overall health. 
She emphasizes that sleep is not a luxury, but a necessity for peak 
performance.

Task: In the coming week, try to schedule at least one "Sunday" 
activity in the middle of your work week – anything that recharges 
your energy and is unrelated to work. It could be a short walk, 
listening to your favorite music, or even just 15 minutes of reading.
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Myth #2: Being productive means being constantly 
busy.

Reality: Being busy and being productive are two entirely 
different things. You can spend all day rushing from task to task, 
answering emails, and attending meetings without truly 
accomplishing anything significant. Productivity lies in focusing 
on what's most important and eliminating distractions. Warren 
Buffett is known for having a lot of empty time in his calendar. He 
uses it for deep thinking and reading, which he considers crucial 
for his investment decisions. He's not busy just to be busy; he 
focuses on what brings the greatest value and has the greatest 
impact.

Task: Identify one task that seems most important for achieving 
your goal this week. Try to work on it for at least 60 minutes 
without any distractions.

Myth #3: Multitasking is the path to higher 
productivity.

Reality: Scientific studies have repeatedly shown that multitasking 
reduces productivity and efficiency. When we try to do multiple 
things at once, our brain constantly switches between tasks, 
leading to reduced concentration, increased stress, and a greater 
number of errors. Elon Musk, while seemingly managing an 
incredible number of projects, actually focuses on one task or 
problem at a given moment, with maximum intensity. He divides 
his time into blocks and intensely dedicates himself to one thing 
before moving on to the next.

Task: Choose one task that you commonly perform with 
multitasking (for example, answering emails during a phone call). 
In the coming days, try to do it with full concentration, without 
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attending to anything else. Observe the difference in the quality 
and speed of your work.
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Chapter 2: The Productivity 
Mindset: Start With Yourself 

Before we dive into specific techniques and tools, it's essential to 
understand that true productivity begins in our minds. No system 
or application will help you if your mindset isn't properly aligned. 
This chapter will focus on the mental aspects of productivity that 
will help you build a solid foundation for effective work and life.

Mental Clarity: Knowing What's Important

The key to productivity isn't doing more things, but doing the right 
things. And to know what those "right things" are, you need 
mental clarity. This means being clear about your goals, priorities, 
and what truly means success to you. Without this clarity, you'll 
easily get lost in an endless to-do list and a constant feeling of 
busyness.

Practical Example: Apple CEO, Tim Cook, is known for his 
minimalist approach. This extends beyond product design to his 
work style. He focuses on a few key priorities and ruthlessly 
eliminates everything unrelated to them. This maintains his mental 
clarity and allows him to concentrate on tasks with the greatest 
impact.

Task: Spend 15 minutes in quiet reflection. Write down the three 
most important things you want to achieve this month – whether in 
your work, personal life, or education. Be specific and realistic. 
These goals will become your compass.

Attention and Focus: The New Currency of the 21st 
Century
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In today's digital world, our attention is constantly bombarded with 
notifications, emails, and an endless stream of information. The 
ability to concentrate on a single task for an extended period has 
become a rare commodity. Yet, it is precisely deep work (a term 
popularized by Cal Newport), which requires full concentration 
without distractions, that leads to the highest quality results and 
innovations.

Practical Example: Author and scientist Cal Newport himself 
lives by the principles of deep work. He has created an 
environment that minimizes distractions and schedules time blocks 
for intense focus. Even while working in academia and writing 
books, he actively avoids social media and limits email use to 
protect his attention.

Task: Choose one task that requires concentration. Set a timer for 
25 minutes (e.g., using the Pomodoro technique, which we'll 
discuss later) and work on it without any interruptions. Turn off 
notifications, close unnecessary browser tabs. After the time is up, 
take a short break and assess how you feel.

Energy Management: An Energy Budget, Not a Time 
Budget

We often try to cram as many tasks as possible into a day without 
considering our energy levels. Our day isn't linear in terms of 
energy. We have periods when we're full of vigor and focus, and 
periods when our energy wanes. True productivity lies in 
recognizing these energy cycles and adapting our tasks 
accordingly.

Practical Example: World-class athletes, such as tennis player 
Serena Williams, pay enormous attention to their energy 
management. It's not just about training, but also about nutrition, 
sleep, and recovery. They understand that for peak performance in 
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key moments, their body and mind must be in optimal condition. 
This principle also applies to intellectual work.

Task: For three days, keep a simple "energy journal." Every 2-3 
hours, record how you feel on a scale of 1 to 10 (1=absolute 
exhaustion, 10=full energy). Notice when you have the most 
energy during the day and when you feel a decline. Based on these 
findings, try to start planning your most important tasks for the 
periods when you have the most energy.
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Vážení čtenáři, právě jste dočetli ukázku z knihy The Secret to Productive Time. 

Pokud se Vám ukázka líbila, na našem webu si můžete zakoupit celou knihu. 


