
 

 

 

Extreme Productivity: Boost Your Results, Reduce Your Hours 

                                           By: Robert C. Pozen  

Pozen defines personal productivity as the “quantity and quality of your results 
in achieving your objectives” and in this book provides specific and practical 
suggestions to increase your productivity. He provides roughly 10 “takeaways” 
at the end of each chapter, which are broadly summarized below.    
 
Part I: THREE BIG IDEAS 
Ch 1: Set and Prioritize Your Goals 
Match how you spend your time with your top priorities by listing your long-
term career goals, medium-range objectives and short-term targets.  
Ch 2: Focus on the Final Product 
Focus on results, review the status of a project mid-way through, and set mini-
deadlines before the actual final deadline.  
Ch 3: Don’t Sweat the Small Stuff 
Don’t micromanage and, if you have the power, eliminate bureaucratic rules 
that force employees to fill out needless forms for trivial matters.  
 
Part II: PRODUCTIVITY EVERY DAY 
Ch 4: Establish Your Daily Routine 
Prepare for the next day every night to ensure your planned activities address your top priorities and 
maintain a simple and repetitive routine for mundane daily tasks.  
Ch 5: Traveling Lightly 
Be clear about the goals of your trip, and make sure your schedule reflects those goals and maintain your 
daily routine on the road. 
Ch 6: Efficient Meetings 
Determine whether you really need to call a meeting and keep meetings as short as possible. Decide what 
tasks need to be done and who should do them at the end of each meeting.  
 
Part III: DEVELOPING PERSONAL SKILLS 
Ch 7: Reading Effectively 
Don’t try to read more words per minute; increase your speed by reading fewer words. Look at what topics 
will be covered. Write a short summary of the ideas you want to remember when you finish. 
Ch 8: Writing Effectively 
Create an outline showing the structure of your piece. Brainstorm ideas, put them in relevant categories, 
and organize them into a logical order. Use your conclusion to provide insight, not just repeat main points.  
Ch 9: Speaking Effectively 
Create a relaxed atmosphere. Explain why your topic is relevant. End with a few takeaways.  
 
Part IV: MANAGING UP AND DOWN 
Ch 10: Managing Your Team 
Delegate your low-priority goals so you can spend most of your time on your top objectives and targets. 
Discuss the status with your team and revise the project’s goals and metrics if needed.  



 

 

Ch 11: Managing Your Boss 
Make sure you and your boss agree on what assignments you need to do and their relative priority. Match 
your communication style with that of your boss. Be loyal to your boss; make your boss look good. 
 
Part V: PURSUING A PRODUCTIVE LIFE  
Ch 12: Maximizing Your Career Options Over a Lifetime 
Don’t try to formulate one trajectory for your career. Instead, think of your career as a series of steps - 
with you gaining knowledge and skills at each step. Revise your goals annually.  
Ch 13: Embrace Change, But Stay The Same 
Recognize your subconscious bias towards stability, but look for new opportunities for your organization. 
Guard your personal integrity closely.  
Ch 14: Balancing Home and Work 
Look for employers that provide flexibility on when and where you work. Be assertive to obtain more 
flexibility. Establish a separate time and place to work.  
 
Thanks to Stephen Lepper / https://www.linkedin.com/in/stephen-lepper for contributing their notes. Help other 
military leaders & contribute on DODReads.  


