
Work With Ease

Principles 

Prioritize the big stuff

What are your big intentions or goals? How are you making time for those in your daily 
routines? Use one of them as your focus for each day (see karenlowry.ca/2018/10/13/how-do-
you-want-to-live-your-life/) Separate your planning and prioritizing from your doing. Take time 
to reflect and make choices about how you’re spending your time and how you’re not going to 
spend your time.


Don’t prioritize the small stuff

Pick a focus or priority for the day and move on. Do not waste mental energy deciding which 
item to do first each time you look at your inbox or task list. You can do the first item on the list 
in the time it takes you to decide which items are the top priority! Just do it, delete it, or save it. 
Then move on. (see blog post LINK)


Beware the dangers of the Scary Pile

karenlowry.ca/2019/03/09/freedom-from-the-scary-pile/ 


Do pre-work to save work

This can be as simple as setting up bill auto-payments, as well as more complex plans that 
build rhythm and routine into your day. Think of Obama and his simple wardrobe – the fewer 
small choices you have to make each day, the more energy you have for the big choices.


Reset the room as you leave it.

Have a clean desk policy. Even if this just means sliding unfinished work into a drawer, it means 
you start each day / session with a clean slate, a clear desk. You take one thing out of the 
drawer, and do it.


Be honest.

Avoid spin or overthinking how someone might react to information, they clutter your 
communications add complications to your conversations. Be kind, human, and direct.


Touch things once.

Three’s no need to spend time re-reading or remembering what you’re supposed to do with an 
item or email. When you read it the first time, start on the task, and if you have to stop – 
because you need to think, need more information, it’s the end of the day, you have a meeting, 
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your cat just threw up, whatever - write down the next step. Make a note, a sticky note or note 
on the email telling future-you what the first step you have to take is when you come back to 
the task. If you don’t have time to start, book time to do it, putting a note in your schedule for 
what you’re going to do. Read about my zero inbox: karenlowry.ca/2018/11/03/email-magic/ 


Avoid creating systems where no system is needed

Keep it simple. Many unnecessary systems I see are built out of fear: Worry that something will 
be missed, or that a decision is going to be challenged. If there is a specific need to track 
things in detail, do what is needed. If it’s a general ‘just-in-case’ fear, you’re much better off 
putting your energy into doing your work well. That’s the best way to avoid future trouble and 
it’s a more enjoyable way to go through your day.


Pause. Because science.

There is a wealth of information about how important rest time is. M. Kundera calls it “The 
wisdom of slowness.” and I recommend books about Slow by C. Honore 
www.carlhonore.com/books/. Ideas ripen, incubate. Creativity is vital and it’s fun. Give it time. 
Do nothing. Do things with no clear output planned. Create ideas in an unstructured way then 
build on them with structure. I wrote a few more thoughts on it here: karenlowry.ca/2019/03/02/
a-few-words-about-things-taking-the-time-they-need-and-yoga/ 


Have fun

The writer Neil Gaiman uses different colour inks in his fountain pens so he can see how much 
he wrote each day. I use different colours to suit my mood. I use pretty file folders because 
they make me smile. The personal items I have around me in my workspace are uplifting, 
funny, or both. Make your password a silly sentence, give irreverent names to your electronics, 
or say a mantra each time you sit at your desk: play around with ideas and keep the ones that 
give you a buzz - that buzz is the core of working with ease :) 
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