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411 on Mary Kelly

* In 8th class of women to graduate from Naval Academy

* Currently the 56" most influential economist in the world

» Professor at US Naval Academy, US Air Force Academy, CO State U

* Met USMC husband while doing CT

» Author of 20 business and leadership best-sellers, Master Your World,
15 Ways to Grow Your Business in Every Economy, Stop
Procrastinating Tomorrow, Why Leaders Fail, Who Comes Next?

« Ran marathons until marathons got longer
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o o you motvatE your |

How do you motivate your
people?

How do you keep your people
meaningfully informed?

How do you maintain your.team’s focus
on specific goals?




A LTECT RS-
How do you set and clarify goals with youT
people?

How do you hold your people accountable?

How do you keep yourself accountable?

How do you recognize successful work?




Leadership
Reminders




Reasons
why
leadership iIs
tougher
now.

THE
FIVE MINUTE
LEADERSHIP

GUIDE




There are more variables in the workplace.
There is more to know.

There is more technology to master, more
complications with supply chains,
personnel, budgets, and industry
regulations.




Accelerating pace of change.

Managing change is a
continuous process.




Available resources and
sourcing is no longer local, it Is
global. Leaders have to assess

resource allocation based on

“ Enational factors.




Products and services deliveries
are more complex.




Leaders need
engaged
employees who are
Intent on serving
customers, who g i
want everything " rHEg|
right now.




Employees and clients are still
feeling disengaged and
overwhelmed.




The stakes are higher.

Taking risks can make
or break a company.
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Economist Menu Weekly edition The world in brief Search v

International | Ageing disgracefully

Why people over the age of 55
are the new problem
generation

Baby-boomers are keeping their bad habits into retirement




17 Generational share of the labor force
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Source: analysis of CPS Basic Monthly Samples (2018-2024) accessed via IPUMS
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. R eward Good
Behawor



Easy to forget to do

Have clear expectations.
Reinforce your policies.

Otherwise people waste time =
unnecessary, costly, and wasteful.



What can you do to reward employees?
Co-workers?
Peers?



Do your people feel
appreciated?

Do your
employees/peers believe
you are trying to help
them?







Thank admin, staff, & people you serve

Tallor
Grateful Something  your



When rewarding people, make sure...

Recognize a  Does not come Is meaningful
specific at the expense for that
action of others person






YOU'RE APPRECIATED!
YOU'RE APPRECIATED!

-3

a -

EVEHYB(IIIY IS APPRECIATED!! .

MAMLCAPTAIN
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W\& all experience disag eaments, even with (espedally with!) peacd e
dosetous. Osagearents are natural, and soretinmes necessary, to

spur innovation, but we need to manage conflict soit rerans positive
and aeative instead of negative and anory.

5 Steps to Resdve Conflict
1. Oscuss a cdllaborative, positive vision of the
desired future outcome.

‘Néea/ vert torrake sLre t/rs rroect aoes faowerdal”

Rositivaly state the future outacore of your conflict:

2. Articulate the problem.
TErer trrer s are labical/y /ate poroarsalr o reaor ts o
acrtire”

Factually state the lbasis of the aconflict:

3. Factually show why thisis a problem.
WFrer? oo riting G ral G 1 Is rana/ o the
o trrer s ar tine we/ase ar SLuxaiar bars.”

State the ilmpact of the unresdved issue:

4. Ask for positive solutions.
N&ate caadirnes rnoe dezr.”
PPveardtie asraertrrer s wioae ey

Cetall a posside positive sdution:

5. Bnd positively.
TParks everyvare or Iiuriig ald awey o X vrs.”

What waords might e used to encourage peode tornmove
faward?

“‘Axthe prablem, not the blame”
—Herese Foed

“

-




If not, they will
leave you.

Disengage.
Dismiss.
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»44. Help People
| . Succeed



Don't sklmp on tralnlng that adds value
Increases human capital, and provides for

¥.2 a better outcome.
e, B W, | e S
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PRODUCTIVITY PLAN

Nost peaode are Not as productive as they could e because they waste time, dojdos inef idently,
o proaastinate on prgects sothat they fall behind and feel overwhea med. Being oroductive

means meximizing scar oe resour oes, acoaor ol ishing what we want to acocordish, and spending
time daongwhat we value.

Take Gontraol

What are mmy top three cutstanding orgects right
now? My life waould lbe better if these prgects were
finished:

1.

2.

3.

o | need helpto get these done? O Yes o No
o | want helptoget these done? O Yes o No
If | hadhalp, wauldthey get donefaster? © Yes O No

Who can | ask for help?

SCs

o be more ef ective at the inmpartant things, stoo dang
the things that don’t matter.

(SOB8 = Stop Doing Stupid)

What are three things | doon a daily basis that
take up time that | do not need to do?

1.

2.

3.

Time VVampires

W& all have pecde, events, and the uneqoected aisis
that take up aur time. Soretines ather peode inoose
thair timelines into aur lives and they waste cur tine,
throwing us of schedule o Nat cordeting thelir pcart of
aprgect that imoact us.

Ildentify who or what waste our time:

1.
2.
3.

NI ce V\ays To Stop Interruptions
I'maon deadine.

Canwe pdease catch up later ?

Thanks far stooping by. Good talking with you.
What works for me is:

1

2.

3.

Co What VWe Do Best

W tend to gavitate tonard those jdos that we like a are
good at. A Al the best person to do this? Gan sareaoe
dse doit better ar at alower cooatunity acst? If yes,
aonsider autsourdng, o trade tasks with soreone dse.

| can ocutsouroce or trade:

1.
2.
3.

5-Minute Jobs

What can | get done today that will take less than 5 minutes?
Returnm a call, walk the dog, do sore pushues, send a card, post
on sodal meda, dear the desk, erroty the trash, etc.
Quick tasks that will deaease my stress and increase my
productivity:

1.

2.

3.




Fdlow Lo

o0

Time Person/Hace

Appdntments/Mestings
Today'’'s Accomdishments




2-MINUTE

W EEKLY PRODUCTIVITY PLAN

Timein Minutes Due Cate Friority




























Personable
Friendly

Sweet
Technically solid
Good research
Thorough
Attentive
Conscientious
Considerate
Cooperative
Patient

Lively

Brilliant
Technologically
advanced

Active
Adventurous
Affable
Amiable
Capable
Ambitious
Faithful
Happy
Polite
Impartial
Determined
Respectful
Tactical

Al

Loguacious
Excited
Concerned
Obliging
Careful
Charismatic
Meticulous
Cheerful
Encouraging
Energetic
Enthusiastic
Fair

Handy
Computer-
oriented

Humorous
Imaginative
Confident
Candid

Logical

Mature
Easygoing
Eloquent
Clever

Hopeful
Exacting
Mission-oriented
Compassionate
Joyful
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Do the right thing at the
right time

Do what Is right.

// 7 \\
’ 5 o»
\\\\\\\\\

Not what Is easy.






Time Management

 Have a strategic plan.

 Have routines and habits that contribute to the strategic plan every
day. (Ex. Start the day with meditation, exercise, affirmations, dog-
walking, etc.)

[ Set daily goals the day before.

 Have a daily plan and stick to it.

A Plan the work and work the plan. (See Productivity Sheet)

O Use the calendar and stick to it. If you know you need an hour to
rewrite content on your website, put it in the calendar and start
working on it as though it was a meeting with other people.

[ Schedule calls, meetings, outreach, and content development.

O Don't try to guess your way through the day and hope you
accomplish what you need to accomplish.

O Prioritize tasks.

[ In case you are wondering - the first thing to do every day is to do
what is going to make you money.




Il

Time Management

1 Know what is distracting for you, and don't waste time on
distractions. (Ex. Singing huskies and talking dogs are my
favorite ways to waste time. So | cannot see those during
the work day.)

] Be rigorous about work time. Plan to be productive for 8 to
10 hours a day, and stick to it.

1 Never, ever, ever wait until you "feel" like doing something.
Feelings are emotionally based. Business success is based
on decisions. Decide to get things done.

1 Every day review what you have to do to stay on track for
yourself and for other people.

] Be consistent about working the parts of the day that
generate the most return on your time.

] Make outbound phone calls to past, current, and future
clients every day.



Time Management

When things pop up, categorize them quickly.
Be ruthless!

Do — short tasks that can be done in five minutes
or less

Delay — these are tasks that need to be scheduled
so that you get them done and so that you can
focus on them at the right time

Delegate — assign this to someone else. If you do
not have anyone to assign it to, use contracted
services or a virtual assistant service.

Delete — decide this does not need to be done by
anyone and delete it or trash it.
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of business owners
believe ChatGPT wiill
help them grow their
business

N KELLY

Forbbes 2024

O,
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o of businesses are
concerned about
0 technology dependence




Most Popular Al Uses in 2024

The most popular Al uses include responding to messages, answering financial questions, planning travel itineraries and

crafting social media posts as its versatility transforms everyday tasks.”!

Most Common Way Consumers Plan to Use Artificial Intelligence

Respond to people via text or email (i.e. friends, colleagues, etc.) 45%
Answer financial questions 43%
Plan a travel itinerary 38%
Craft an email 31%
Prep for a job interview 30%

Write a social media post 25%

Summarize complex or lengthy copy 19%

Forbes ~pvisor

Source: Forbes Advisor « Embed
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e o
. Ask ydur peo%le “what
happens when we don’t

hald ourselves
accountable?”

A Y
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TEAM BUILDING PLAIN

Blildng a stronhgteam means having theriaght teamdvnamics, as weall as the rignt tearm rnen‘bers-r
CdHlective intda ligence studes shov that hiahly functioning tearnrs ina ease overall acaorbined

iNntalicence andimorove resullts. Ve are truly bettaer tooether.

VWhat do great tearns need?

1. Aearly articulated vision

2. Understandable mission

3. Gorporate cul ture/attitude of success
4. Adaptability/willingness to change

WVork with the gocal im mind.

WWhat buillas tearrmwak il my wark ao="?
1.

=2,

3

a.

WWhat iswakingwdall in my waoaorkplacoe?
1.

=,

3.

4.

What destroys teanrs’?
1

=,

3.

4.

What can | stoo dang that may be harming the tear 12
1.

=,

3.

a.

Team plavers

Sore pead e just seam to be Nnaturally ogood at baeing tearnm
pdavers. VMv? What makes geat teanm davers sovauade
to an acanization?

1.
2.
3.
4.

What do geat team dayvers do that makes everyone warnt
towak with therr 1?2

1.

2.

3.

4.

WWhat can | do to alltivate thase agualities im myssl 7?2
1.
2.
3.
4.

What are sare dharacteristics the rest of the tearmaor
waorkpdlaoce ecgoects frammme?

1.

2.

3.

4.




12 MONTHS OF ACTION

STRONGER STRATEGY
BETTER DECISIONS
FASTER RESULTS

MARY C. KELLY

www.Productivel eaders.com



JANUARY

BUSINESS SUCCESS AND ACCOUNTABILITY

Goals for the month:

SO

This month | want to do more of these activities:

1.

2.

&

This month | want to do less of these activities:

1.

2.

&

This month | resolve to delegate/outsource:

This month | am going to streamline this process:

This month | am going to complete this project:

This month | am going to resolve this situation:

| will contact these 3 people for advice:

1.

2.

&

| will reach out to these 3 potential decision-makers/clients:

1.

2.

&

On a scale of 1 through 5, this month was a

50 4 0O 30 20 10
Fabulous Good Okay Meh Terrible

What could have made this month better?2

1.

2.

&

| am grateful for:

1.

2.

&

This month I learned:

1.

2.

3%




JANUARY

BUSINESS SUCCESS AND ACCOUNTABILITY

Goals for the month:

1.

2.

3.

4.

5.

This month | want to do more of these activities:

1.

2.

3.

This month | want to do less of these activities:

1.

2.

This month | resolve to delegate/ocoutsource:

This month | am going to streamline this process:

This month | am going to complete this project:




JANUARY

BUSINESS SUCCESS AND ACCOUNTABILITY

Goals for the month:

1. Lose 20 pounds

2. Clean the house

3_ Drink more water

4. Make $100,000 more!

5. Negotiate world peace







Text the word dog to 66866




Don't Jerk
th@ Leash
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Correct Mistakes Well to Build Trust ?

How we handle mistakes says a
lot about who we are

Pop the blister
Make a plan
Make It right

Don’t overreact!
SN o

~







9-MINUTE

BUSINESS GROW'TH PLAN

Gowing abusiness invdves thousands of details. Soretimeswe
need totake a step badk todiscern what will take us tothe next

levdl . This assessment identifies where you're strong, what needs
attention, and how to proceed.

We have abusiness plan that acourately
desaibes our business.

O Yes O Maybe O NotQure O No

We have astrategicvision far our business
that is driving us toward future sucosss.

O Yes O Maybe O NotSure O No

Bveryoneis dear on our goals far moving
the arganization forward.

O Yes O Maybe O NotSure O No

We know aur break-even pants, aswell as
aur tatal revenue, tata oost, and profits.

O Yes O Maybe O NotSure O No

We have systermsin place far actively
generating, receiving, andthanking
referrals.

O Yes O Maeybe O NotQure O No

We have systensin placetoshow
austomers our aopredation far their
business.

O Yes O Maybe O Not Sure O No

We have systemsin place far getting
honest feedbadk.

O Yes O Maybe O NotSure O No

Qur webssiteis easy tonavigate.
O Yes O Maybe O Not Sure O No

Qur websiteis mdbile friendy.
O \es O Maybe O Not Sure O No

Qur soda medais updated consistently and
linked to our website.

O Yes O Maybe O NotSure O No

Qur website can capture customer contact
information.

O Yes O Maybe O Not Qure O No

We have trusted advisarstokeepus on
tradk such as a corporate advisor, board of
drectars, o amastermind.

O Yes O Maybe O Not Sure O No

We devaote resourcss on professional training
for cur team.

O Yes O Maybe O NotSure O No

Breryone on aur teamknows how totake
areat care of our customers.

O Yes O Maybe O NotSure O No

Wefdlow upwith
aur dientsthe
way we should.

O Yes O Maybe
O Not Sure O No




Which picture appeals to you most?
1. Coffee

2. Beach

3. Testimonial

4. Animals






ATTACK WHAT'S HOLDING You BACK

PROCRASTINATING
TOMORROW







T ey

A BOOK YOU'LL DEFINITELY

HAS,
7oM A TING




Which picture appeals to you most?
1. Coffee

2. Beach

3. Testimonial

4. Animals



www.ProductiveLeaders.com
/StopProcrastinating

STOP PROCRASTINATING TOMORROW RESOURCES

Stop Procrastinating 5-Minute Stop
Tomorrow Procrastinating Plan
Fillable Workbook

T -
STOP
PROCRASTINATING
TOMORROW

PROX T It
1 (@) "\
= Download = Download 5-
Workbook Min Plan
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CUSTOM ER SERVICE PLAN

The best businesses are |lasar—foaused o aurrent and future needs of thaeir austaoTrers
and other eaconamiclhuyvers. Really aoeatr coryranies undaerstand Say s Lavw: suoadly

aeates its ovvn dermand faor taerrific products and servicaes. Ve also have to daliver
Service and expaeriences Iin awvway that e<ceeds anrrent custarer expectatiaons.

Arnswer these auestions haonestly to
ex<xplorewhereyour business caninprove.

Qur customer s are wowed by every interaction at
this organization.
__Yes! WeTre at the taoo of aur ganre!

How can we find ways we to improve from the
customer ‘s polnt of view?

___ Foausgoaupes

_ HRdiIs

INncentivized surveys

Fhaoe cals

Crher

I1f we improved our customer 's experience, what
would that do for the organization™?
1

2.

3.

VVhere can we irnmprove the customer experience?
1.

2.

3.

VWhat parts of the buying process stop customers
from proceediNng with the purchase?
Hrst introduction to the product or service
W\ebsite links
Uhderstanding the product’s/ service's benefits
Actual purchase process

How can we provide additional information/service/
val ue throughout the process’™?

CQur acustaorTers acoTTTit tous whenwe..

Qur followuap for our dients is
___ FEAEoulcus!

__ Naogeat

___ CGincgewathy

WWe can improve our follow-wp by:
1
2.
3.

VWhat can we provide to our dients that adds value
for them:

1.

2.

3.







10. Communicate,
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PACI

- Cathay Pacific @
@cathaypacific

Oops this special livery won't last long! She’s going back to the
shop!
(Source: HKADB)
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FETCH!?! OKAY BoB, BUT THIS IS
THE LAST TIME...
( HONESTILY, IF THAT
STICK IS SO IMPORTANT
TO YOU, YOURE GSOING TO
HAVE TO LEARN TO TAKE
BE T TER CARE OF IT7T.

)

© Guy & Rodd/Distributed by Universal Uclick via CartoonStock.com
e
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The onus of understanding that the
message Is received is on YOU

Communicate in a way the receiver
understands

How do you like to get information?
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Use the subjects line with action keywords

Mary’s version: Subject Keywords

*DECIDE — Requires decision/approval by the recipient
D.I.C.E. *INFO — For informational purposes only. No response or
Decide action required
*COORD - Coordination by or with the recipient is
Info
. needed
Coordinate *EXECUTE/ACT — Recipient to take some action

Execute/Act




Bottom Line Up Front (BLUF)

Declare Purpose
and Action Required

Military professionals lead their emails with a short, staccato
statement known as the BLUF.

The BLUF should quickly answer the five W’s: who, what, where,
when, and why. An effective BLUF distills the most important
information for the reader. It declares the purpose of the email
and action required.

See the examples on the next slide.

.....



Bottom Line Up Front (BLUF)

BLUF: Effective 1 Nov 2018, Justin A. has to approve all expenditures over $1,000.

(The BLUF helps readers quickly digest the announcement, decision, and
when the new procedures go into effect.)

Example 1

Example 2:

Subject: ACT — Ceiling being replaced 27 Oct 2019 — clear desks by EOD 26 Oct

Team METCO,

Bottom Line: The ceiling is being replaced and soundproofing is being installed. We are
doing this on a weekend to avoid disruption, but there may be ceiling residue on desks:
Please prepare accordingly.

Background:

The current ceiling continues to fall in pieces. The new ceiling will be easier to maintain and
dirt falling from the sky like tiny meteorites.

Example 2

| decrease noise and

(The BLUF Just shows the reader how this email affects them.)



Be Economical @ é

Be economical. Military personnel know
that short emails are more effective than
long ones, so they try to fit all contentin
one pane, so the recipient doesn’t have to
scroll.

1 Use active voice, which puts nouns ahead
of verbs, so it’s clear who is doing the

' action. By using active voice, you are
making the verbs do the work for you.




What do great leaders do
for a happier workplace?

Provide . Reward
: Leanin to :
meaningful : collaboration-
conflict .
work ship

Build and keep Get rid of Be flexible

trust obstacles

Encourage Genuinely care Appreciate
development and be fair others



Relationships
Lifestyle
Work pressure from coworkers and managers

Opportunities for growth

Work culture

Company reputation
Daily tasks

Key Happiness
Factors



B ERESE S

/g The S—-Minute

EMPLOYEE MORALE PLAN

/'/,,..\

Keeping employvees motivated anmnd happy at work is crucial to maintaining a productive work
place. INncreasing mMmorale at work comes from a work place that is supportive, encouraging, and
focused on the employee. Managers and leaders canm help thheir people be successful by
freqquently checking im onmn them, offering assistance when mneeded, and showing interest im their
developrment. Note: 6726 of miillennials say they would leave anmn organization if the organization
was uninterested iN thheir professiomal developrment.

To iNncrease employee morale, start by asking the right questions.

1. What keeps you motivated at work™?

My Supervisor My Co-workers Customers
Flex<ibility Challenges The organization
Problemrm solving The actual work I wake up Mmotivated

2. Name something you do at work that you really enjoy:

3. What do you like best about this work space™?

G . What would make our work place more enjovable for you™?

5. How can we help you reach your full potential?

Mary C. Kelly, PhD

Mary@Productivel eaders.comm www.ProductivelLeaders.com




>—NIINUTE

VVORK-LIFE BALANCE PLAN

Promoting worlclife balance starts with leadership. Leaders need to recogni=ze thhat
employees need time avway from vwork to reenergize, recharge, refocus, and enjoy

Iife. Many career—ninded peopile are so foocused on vwork that thhey vworik extra howrs,
don™t use thelr vacation, and respond to emails on vwweelends.

Leaders are our top talent and must motivate team Leaders honor their own stated work
members, but theyre also in danger of burmout, chronic hours
stress, and other associated health problems.

Many managers don't realize that their actions betray

r T34 - - =
Show Op late. loave Sarly: and are late on projects and e T P e 8
deadlines. show up at 7 a.m. and stay until 7 p.m, their teams receive
A %ood Ie_ader know_s how to he_l :an’:_::tad message and may feel that they have to do the
both achieve an optimal work-Ii
balance. Other ways to help with work-life
balance

Workaholics need to be assured that their jobs are safe
and that they need to take time off. @ Provide flexibility regarding what hours employees

tuaall d to spend at ric.
Overly relaxed workers need to be held accountable for actmasmas = A

deadlines. @ Consider allowing remote work. This means employees
= are assessed on their outcomes instead of hours
Both can be achieved by: worked.
@ Cooperatively setting realistic goals. @ Offer unique, healthy perks such as gym memberships
- Adjusting expectations for realistic performance. and spa coupons.
& Allocating proper amounts of time for a project —
not more and not less. @ Be clear about expectations for answering work

communications on nights and weekends.
I can help people on our team budget time by:

1. I can promote a healthier work-life balance by:
2. 1 5
2 2.

3.

Leaders make it clear that taking
wvacation is expected.

To encourage people to take vacation:

@ Leaders need to set the example by taking their own
vacations.

& Provide work coverage for the person who is gone.

- Make time off a normal part of the work year.
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MINDSET OFPTIM IZATION PLAN

Alarge part of personal and business success is determined by hovw and where vwe focus
our thinking, efforts, and resources. V\hat and who we surround oursaelves with, honwvwe

take care of oursalves, what vwe ssxy, and where vwe put our atterttion natters. lake nctice
of hovwwe think, wherewvwe irvest our energy, and the enjaronment vwe culltivate.
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pigddeitfggd

0 000O0O0O0OOO0OO0O00D

Naeybe
Naeybe

0 000O0O0O0COO0OO0OO 0O

666666666666

I am successiul N my occcupation.

My business focus can be even Nnore successiul.

I surround Mmysalf vwath positive people.

My dosest friends do Nnot conmplain a lo—they seem mostly hapopy.
W\hen | vwork, | feal energiz=d.

1 haaxe daily habits for success.

I engage in healthy eating habits.

| eercise or move ny body regulardy.

1 activaly practice gratitude on adaily basis.

1 partner with others to iNncrease success.

1 seek coaching/ advice to guide nmy path tonards greater achieveaemertt.

1 haae asystermin place to hadd mysalf accountable.




Improve productivity and morale!

» Mary Kelly

PhD, CDR, US Navy (ret)
Mary@ProductivelLeaders.com
719-357-7360
443-995-8663

wwWw.ProductivelLeaders.com


http://www.productiveleaders.com/
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