“If healthcare is about well-being, then why am I so stressed out?”

“If healthcare is about well-being, then why am I so stressed out?!”
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 An introduction to 21st century principles, tools & practices for dramatically increasing productivity & cutting stress!
New work practices                                                               

New Work Habits    

A New Way of Thinking
                                        About productivity & accomplishment
About your presenter…
Jerry Bridge is the program director for LifeWorks Education. He is a trainer, coach and keynote speaker. Over the past twenty years Jerry has worked with over 75,000 healthcare providers, practice managers and administrative staff on a variety of practice management issues including; customer service and communication, stress management and productivity, and billing & collections. 

Additionally, Jerry integrates over 25 years of training and development with Landmark Education Corporation; a leader and innovator in the field of transformational education. He has worked with both individuals and organizations to bring forth dramatic, powerful and lasting results personally and professionally.

Jerry lives in San Diego, California. He is a dad, drummer and occasional stand up comic. His passion is to lead inspiring, motivating programs that make a positive lasting impact and have a great time in the process.

Current offers-
“The Productivity & Accomplishment Workshop” 
Tools & Practices for managing everything there is to do with power, freedom, & peace of mind
· Dramatically increase your productivity and produce the results that are most important to you,

· Learn a new way to think about, organize and manage your work

· Reduce stress and worry
· Create a new level of focus and effectiveness in your work and in your life
“Get Paid Now!”- Collecting in a Recession 
‘Turn the tables on the insurance companies’ by effectively dealing with bogus stall tactics and unnecessary down-codes and denials. Learn the most effective methods for guaranteeing co-pays, co-insurance and cash balances!
· Collect from insurance companies promptly and fairly

· Collect from Patients easily & effectively

· learn a manageable, reliable system that gets results without negatively affecting patient relations
 “Extraordinary Customer Service for Healthcare” 

Transforming Conflict into Co-operation; effectively dealing with demanding patients, communication breakdowns, stress and other service problems unique to healthcare

· Breaking through the limits of ordinary communication 
· Extraordinary communication: a reliable tool for handling breakdowns & conflict
· Practical applications and practice in the real world

· Forms, Letters & More Scripts
“Is too much technology making us stupid?”
· Learn vital principles, tools, and practices for effectively living and working in the face of too much technology, information and spiraling expectations. 
· Increase your ability to deal with the stress and anxiety associated with technology and information overload. 
· improve your ability to focus and be present, leaving you more productive, energized and fulfilled. 
 An introduction to 21st Century Tools for Dramatically Improving Productivity and Cutting Stress 
The purpose of this presentation is to offer a new approach for managing everything there is for you to do and handle in your life – giving you more power, freedom and peace of mind.
This is an introduction to an entirely new way of thinking about work and productivity, with practices and offers for mastering what you learn. 

Intended results…
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· You are present to a new possibility for managing your life and everything there is for you to do or not do; this new possibility is correlated to your physical capacity and 21st century technology.

· You understand that the ‘time management model’, while very effective in its day, is not sufficient for managing your life in way that completely enables and empowers you.

· You have specific tools & associated practices for managing & tracking ideas as they come to mind, including; things to do and handle, commitments, and promises.

A note about the purpose and nature of this presentation…
This introduction is a preview of some of the fundamentals & principles of Mission Control Productivity. The complete Mission Control methodology is available or line or in live workshops presented in 33 countries worldwide. 
Learning how to think and act in new ways takes time and discipline. Our 20th century, labor intensive work ethic often ‘tells us’ we should ‘get to it’, get on with it, and get it right-immediately! (After all we are hard working, industrious people.) We live in a culture that very often does not encourage reflection and promote quality thinking.
Is it worth it?  It all depends on whether you want to live a life of ‘doing’ or, a life filled with accomplishment, power, freedom and peace of mind!
Intellectual Property Rights & Copyright Notice
Some of the concepts and ideas presented in this program are the intellectual property of Mission Control, LLC. They are protected under copyright law. Any materials made available in these presentations are limited to the exclusive use of the participants only. They may not be copied or distributed for use under any circumstance without the express written consent of Jerry Bridge, or, Mission Control Productivity.

“While we have been miraculously connecting electronically over the past 15 years, we have also quietly and unintentionally been disconnecting interpersonally.
Our task now is to learn how to use the technology we’ve invented, rather than allow it to use us, so that it improves our human connections, and does not replace them.”

From CrazyBusy, Edward M. Hallowell, M.D.
Time Management: 20th Century Principles & Practices
When you talk about productivity most people think of ‘Time Management’. One purpose of Time Management is for you to get more done each day. Time Management’s principles, tools, and practices are based on the illusions that; it is possible to get it all done and, if you could get it all done you would feel accomplished. To-Do lists, prioritizing, multitasking, and working longer and harder are all strategies created inside the ‘time management’ paradigm.
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Challenges for the 21st Century

The speed, volume and complexity of information & communication are far greater than our ability to interpret, digest and utilize it. This flood of information leads to stress and hampers our ability to think clearly, get our work done effectively and feel a sense of accomplishment.
The number of American workers who consider stress to be a major problem in their lives has more than doubled during the past ten years.

62% percent of American workers say their workload has increased over the last six months; 53% say work leaves them "overtired and overwhelmed.

Americans have the highest standard of living, we rank somewhere in the middle in terms of fulfillment and health.

This current work paradigm is one of never ending incompletion-minds overloaded with thoughts about what should get done next.

· When people see the existing context (assumptions, thinking, and approach) that shape their work habits, they have a new freedom to adopt new practices which leave them more effectively realizing what is of greatest importance organizationally and personally.
· Your work habits are what most restrict your productivity and leave you with the experience of being overwhelmed and frustrated. Transforming your work habits is the access to a breakthrough in productivity.
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“…the deployment of more powerful IT is associated with productivity improvements of just 2 percent. However, companies with increased computing power and improved management practices achieve 20 percent higher productivity. This result shows that better management practices can raise productivity a good deal by themselves and increase the impact of IT investments on productivity as well. Companies should first improve their management practices and then invest in IT. 
Stephen Dorgan, associate principal & John Dowdy, director at McKinsey's London Office, School of Economics

Why learn a new way of working? Where’s the pain?

· Are you working longer & harder in order to get it all done? 
· [image: image58.jpg]


What’s the impact on you, your family, or co-workers?

· How is that different from say 10 or 15 years ago? 
· At the end of the day or are you feeling overwhelmed, stressed or desperately trying to ‘keep the wolves at bay’.
· What about your well being, work-life balance, or sense of accomplishment? 

What’s Possible for you? 

If you had a breakthrough with regard to your productivity, stress or feelings of overwhelm what would it look and feel like? What would your experience of work and life be like? How would your days be spent?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

We’re not using technology-technology is using us!


· In the U.S., people work an average of 45 hours a week; they consider 16 hours (more than 35%) to be unproductive.

· In the U.S., people spend about 5.5 hours in meetings each week and 71% feel meetings are not productive.

· In the U.S., 31% of those surveyed said they are using proven scheduling tools & techniques, yet 66% said they don’t have work-life balance.

· Workers in the U.S. said they receive an average 56 emails 
per day.

· The top U.S. productivity pitfalls are procrastination (42%), lack of team communication (39%), & ineffective meetings (34%). 

* April 2005 - HR Innovator – A Microsoft Measure of Productivity – quoting from a recent Microsoft online survey of 38,000 people in 200 countries.  
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In This Handout
1. Effective Email Practices 

2. Outdated work habits: Trying to get it all done & letting it slide
3. Tools & Practices for capturing ideas as they come to mind
4. Your current time management structure
Email Protocols & Practices
E-mail is one of several channels for conversing and sharing information. People use E-mail without thinking of the possible negative impact on others – an impact that grows exponentially when scaled up to a group, department, or organization.

 E-mail used consciously will enhance your productivity, but used unconsciously, will actually lower your productivity.

· Do you have an alarm (visual or audio) set up to notify you when a new e-mail arrives and then interrupt whatever you are doing to check your e-mail throughout the day?

· Do you store all your e-mail in your inbox until you deal with it?

· Do you habitually cc: everyone on your outbound messages?

· Have you ever spent 15 minutes or more writing an e-mail on a topic that would have taken you two minutes to discuss in person?

Email Practices

1. Your inbox is an extension of your Capture Tool.

2. Use your wizard to intercept and redistribute all incoming CC’s into a Not Doing Now E-mail Folder, except those from people you know you will want to read.

3. Schedule a recurring daily Occasion to scan and read the E-mail that you have allowed to remain in your inbox (Your Doing Now E-mail).

4. As you are scanning your Doing Now E-mail, slide anything that you cannot respond to instantly, into a Not Doing Now E-mail folder.

5. Schedule three or four Occasions per week to review process and respond to what is in your Not Doing Now E-mail folder.

6. Do not open and read E-mail except during the scheduled Occasions. Turn off any audio or visual email pop up notifications you may have set to notify you of arriving email. 

7. Make sure you E-mail everyone with whom you have regular E-mail conversations to tell them about your daily protocol.

8. Complete your Doing Now E-mail by the end of each day.
Subject Line Examples:  

DEGREE OF IMPORTANCE/Topic/Action Required 

· Example: URGENT/New Brochure for Product X/Comments needed

Or, start each subject line with description of purpose of the email

· Example: INFORM, REQUEST, ACTION REQUIRED, UPDATE

If someone is listed in the “CC” field of the email, they are not expected to take any action with the email

· If you want someone to take an action, they must be listed in the “To” field

At the end of the email

· If you do not require a response to your email, end with “No response required”

· If you do require a response, say what response you are asking for and by when; explicitly say to whom to respond

 

Example: JOE: [By 17 December, 2009] Please respond. 

Recommendation – Do not use “Reply to All” unless each person needs to see the response. 

New Thinking & New Work Habits

21st Century Reality
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When you really confront the totality of everything you have to do and handle, it is not possible to get it all done

· No matter how much more you increase your output each day, you still will not get it all done

· No matter how much you try to reduce the demands on you, you still will not get it all done

· No matter what new tool or software you get, you will still not get it all done
It’s physically impossible but you will keep trying. It will take time to break the habit. 

Trying to Get It All Done

What are some of the ways you try to “get it all done”?

______________________________________________________________________________________________________________________________________________________________
What are the results?

______________________________________________________________________________________________________________________________________________________________
What, if any, are the consequences?

_____________________________________________________________________________________________________________________________________________________________________________________________________________________
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The habit of ‘LETTING THINGS SLIDE’

Everything we have to do and handle lives in a fog of “Incompletions.
Examples of “Incompletions”

· Piles, papers, notes or reminders on your desk

· Saying you are going to do something by a certain time, not doing it, and not saying that you’re not doing it

· Your car is overdue for an oil change

· Hearing about a book you’d like to read, and making a mental note to buy it someday 

· Hundreds of e-mails in your inbox

· Places in your home that are disorganized
You could have a structure that empowers you to work on what you are working on and manage what you are not working on, or may never work on.

The Capture Tool & Work Practices

1. You have one and only one Capture Tool

2. Your Capture Tool is at hand at all times

3. You immediately enter anything to do or handle, and any relevant information, into your Capture Tool

4. Every day, before the end of the day, you move everything from your Capture Tool into your *Vivid Display (calendar, on deck, future opportunity) or your *Relevant Information System
*The vivid display & relevant information system are key components of the Mission Control System. You can learn more by turning in an evaluation form or handing in a business card.
“To take the masters journey you have to practice diligently, striving to hone your skills, to attain new levels of competence…you also have to be willing to spend most of your time on a plateau, to keep practicing even whey you seem to be getting nowhere.”

From ‘Mastery’ by George Leonard
Evaluation & Information Request Form
Program _____________________________________   Date__________

Company  _________________________________________________

Name___________________________________ Title___________________

Phone ​​​​​​​​​​​​​​​​​​​​​​____________________________Fax__________________________

E-mail [image: image62.jpg]
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What I liked/didn’t like about the presentation: _________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

“You can quote me”:

_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________

_________________________________________________________________

Contact our office for more information on Customized In-Service Training:

_____ ‘Extraordinary Customer Service’ in Healthcare

_____ Billing and Collections: ‘Get Paid Now!’

_____ Mission Control Productivity: Dramatically Increase Productivity-Cut Stress in half!
_____ Personal and Executive Coaching
Contact name: ________________________________________________________

Best time to contact: ___________________________________________________
Phone & Fax please: ___________________________________________________[image: image47.png]
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Project timelines that don’t translate into my personal calendar


Promises to customers that I’ve forgotten


Invitations to events left in my mail pile until it’s too late


Notes on backs of envelopes


Promises I don’t have time to keep


Something in my short term memory that “I have to remember to do today”


Promises to my children that they remind me about


Post-it notes on the dashboard of my car


E-mails I have asked others to send to remind me


Assumptions about what other people should do (that I have not communicated, but resent) “that they never do it”


Notes on my hand


Voicemails to myself


Things in closets I’ll never where again


Post it notes stuck to my computer monitor


Things I can count on my spouse to nag me about


Sudden, urgent, upsetting recollections of things I forgot to do which are now emergencies


Reminders of appointments I have committed to and forgot tem


Notes under magnates on the refrigerator


Piles of articles from magazines I wan to read


Post-it notes on the door that I see when I leave the house


Requests other people have made from me and I’ve forgotten


Messages stored in my voicemail inbox


Electronic post-it notes on my computer





Instant messenger reminders form colleagues


















































Items on my task or to do list


Notes in my PDA


New E mail messages in my in-box


E-mails sent to myself


Notes in tablets or notebooks


Piles of things on my desk


Urgent notices that pop up on the computer


A, B, or C priorities on a list somewhere


Promises to my spouse that I hope they will forget I made


Notes to myself, written in margins, in memos & letters


People who keep reminding me to deal with something


Something on my mind that “I’m going to do later”


Notes on scraps of paper


Documents in hard to find folders on my computer


Books I want to read


Calls I have asked others to make to remind me of something


Items on my wall calendar in my kitchen or family room


Promises I’ve made to do something and have forgotten


Notes on post-its


Piles in the garage, basement or shed


Things in storage


Notes on my computer


Late notices in the mail for bills I forgot to pay


E-mail I’ve read and put off responding to


Things in closets “I’ll get to sorting out someday


Post-it notes stuck on documents I can’t locate right now


Notices of meetings I’ve been booked for on my company’s group scheduling


Magazines and books  that I want to read someday


Other______________________________


___________________________________________


______________
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