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i n t r o d u c t i o n

Leadership  Lessons  is  a  guide  for  professionals  and  individuals  who  are

responsible   for  managing  multiple  priorit ies  and  delivering  results .

Leadership  Lessons  is  not  a   “si lver  bullet ”  to  solve  your  t ime  challenges

but  will  provide  you  with  valuable  thoughts  and  perspective  on  how  to

develop  positive  behaviors ,  maximize  your  potential  and  obtain  better

results  with   less  stress .  In  terms  of  meaningful  learning  outcomes ,   

 

Leadership  Lessons :  The  Power  of  Focus  is  designed  to  give  you  a  clear

perspective  on  the  distractions  that  keep  you  from  success ,  the  i tems

that  are  most  worthy  of  your  focus  and  ways  to  help  keep  you  focused

to  achieve  your  desired  goals .  In  terms  of  meaningful  learning

outcomes ,  this  eBook  will  help  you :

Create  focus  for  your  professional  and  personal  l i fe .    

Learn  exercises  to  help  identify  and  achieve  goals .  

Make  productive  t ime  choices .  

Manage  distractions  and  increase  focus .  
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F I N D I N G  Y O U R  P O W E R

Imagine  this  common  scenario .   

 

You  get  up  in  the  morning  after  hitting  the  snooze  button  a  couple

times ,  rush  to  get  the  kids  ready  for  school  and  yourself  ready  to

work .  After  sitt ing  in  traff ic ,  you  arrive  to  work  barely  on  t ime ,  already

frazzled ,  to  a  pile  of  work  from  the  previous  day ,  a  manager

requesting  new  i tems  and  an  inbox  ful l  of  emails  to  sift  through .   

 

You  spend  your  day  jumping  from  one  task  to  the  other ,  without

clarity  of  purpose  and  priorit ies ,  so  you  clock  out  without  a  feeling  of

accomplishment ,  only  to  return  home  exhausted  in  t ime  to  check

homework  and  put  the  kids  to  bed ,  all  while  thinking  about  the

quarter  end  report  for  your  manager  that  you  haven ’t  even  started .  

Sound  famil iar? 

 

In  today ’s  hectic  world  i t  seems  that

the  people  who  constantly  juggle

multiple  tasks  and  priorit ies  get  a  lot

of  credit  for  success .  Actually ,  the

opposite  is  true .  When  you  look  a  bit

closer ,  you  will  f ind  that  the  most

successful  people  have  a  focus-

driven  approach  to  their  success .  It

is  t ime  for  you  to  harness  the  power

of  focus  and  achieve  the  goals  that

you  desire .  

Your  success  and  happiness  is  within  reach ,  as  long  as  you  harness  the

power  of  focus .   Personal  and  professional  productivity  are  reasonable

expectations .   However ,  we  must  harness  the  power  of  focus  by

defeating  the  enemy .    

DISTRACTIONS  ARE  THE  ENEMY

No  matter  what  your  routine  or  l i festyle ,  distractions  will  be  a  regular

occurrence .  Vehicles  will  break  down ,  fr iends  will  have  an  emergency ,

urgent  requests  will  pop  up  at  work ,  a  really  exciting  event  is  suddenly

available ,  or  any  number  of  other  i tems  can  divert  your  attention .   



03

Once  distracted ,  studies  have  shown  that  i t  takes  an  average  of  20

minutes  for  most  people  to  return  to  their  original  task .  This  t ime  can

add  up ,  and  before  you  know  i t ,  the  day  is  gone  and  your  progress  has

been  l imited .  

The  key  is  to  manage  distractions  so  they  do  not  completely  disrupt

your  focus .  Understand  that  distractions  will  occur ,  but  you  should

have  tools  and  techniques  in  place  to  maintain  ownership  of  your  t ime

and  focus .   

 

Think  and  act  with  a  new  perspective :  

Communicate  and  remind  yourself  of  your  top  three  priorit ies  –  by

clearly  communicating  the  important  i tems  to  yourself  and  your

team ,  you  can  gracefully  and  tactfully  decline  distractions  that  can

be  deferred .

Avoid  work  assignments  or  requests  that  do  not  align  with  your

manager ’s  goals  or  your  organization ’s  core  strategy .

Determine  the  most  important  task  that  would  provide  the  most

impact  i f  completed  today .

I f  you  must ,  deal  with  the  interruption  as  quickly  as  possible  –  do

not  dwell  on  i t  or  let  i t  consume  any  more  t ime  than  necessary .    I f

you  can ,  consider  delegating  or  postponing  low  impact  tasks  so  you

can  focus  on  the  priority  i tems .  

CREATE  FOCUS  FOR  YOUR  LIFE

Some  may  believe  that  as  long  as  you  str ive  to  attain  happiness ,  that

is  enough  focus .  But  for  those  driven  to  success ,  more  specif ic  goals

can  help  you  achieve  and  exceed  your  expectations .  I f  you  want  to  be

happy ,  for  example ,  define  what  happiness  would  mean  to  you .  I f  you

desire  f inancial  stabil ity ,  l ist  some  things  that  would  clearly  outl ine

what  that  would  look  l ike  for  you .  Every  person  is  different ,  but

creating  a  winning  structure  and  winning  habits  for  our  day  is

imperative .    
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B u i l d i n g  l o n g  t e r m  s u c c e s s  r e q u i r e s  d a i ly  f o c u s  

o n  h i g h  i m p a c t  a c t i v i t i e s ,  p r o j e c t s  a n d  

r e l a t i o n s h i p s  t h a t  d r i v e  yo u  t owa r d s  d e f i n e d  

g o a l s .  

What  is  the  exact  amount  of  money  required? (Goal )  

What  will  you  need  to  do  to  achieve  this  goal? (Action )  

 What  is  the  date  that  you  must  achieve  your  goal? (Urgency )  

Who  can  help  you  attain  your  goal? (Team )  

Who  benefits  when  you  win? (Cause )  

r itual  on  a  regular  basis  to  keep  your  goals  in  mind .  Finding  someone

who  can  provide  support  and  guidance  can  be  extremely  helpful  in

boosting  your  productivity  and  efforts  towards  your  goals .   Look  for

mentors ,  peers ,  coworkers  or  fr iends  who  can  make  a  positive

influence  on  your  priorit ies .  Creating  focus  begins  with  a  clear  and

documented  l ist  of  what  you  want .  For  example ,  i f  you  have  a  f inancial

goal ,  you  should  understand :   

By  understand  the  specif ic  actions  required  to  get  your  goal

accomplished ,  you  will  increase  your  focus  because  you  have  clarity

regarding  what  you  truly  want .   

Once  you  have  set  a  goal ,  prepare

the  steps  needed  to  achieve  the

goal .  It  could  be  saving  a  small

amount  of  t ime  or  money ,  or  i t  could

be  attaining  a  particular

certif ication  or  degree .  Regardless  of

the  goal ,  there  are  steps  involved  to

get  there .   

 

Remind  yourself  of  the  goal ;  then

visualize  yourself  performing  the

steps  to  the  goal .  Note  potential

obstacles  and  how  you  can

overcome  them ,  and  repeat  this    
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F I N D I N G  Y O U R  P O W E R  

AS S E S S M E N T  &  AC T I O N

What  are  your  top  priorit ies  for  yourself ,  your  family ,  your

career?

What  things  do  you  do  regularly  that  don ’t  make  progress

toward  your  goals?

What  necessary  i tems  can  you  contract  out  that  f it  in  your

budget ,  such  as  weekly  babysitt ing ,  house  cleaning ,  grocery

delivery /pick  up? 

Discover  a  morning  r itual .  Get  up  earl ier  to  exercise  and /or

meditate  to  create  clarity  for  that  day .  

Work  with  your  manager  to  outl ine  your  top  three  priorit ies  for

each  week  and  work  those  i tems  f irst .

End  your  work  day  by  recapping  what  you  accomplished  and

setting  priorit ies  for  the  next  day .  

Q u e s t i o n s   f o r   T h o u g h t   a n d   R e f l e c t i o n

Ac t i o n s  S t e p s

"Time lost is never found again." ~Benjamin Franklin
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F O C U S  Y O U R  E N E R G Y

It  is  great  to  have  focus ,  but  what  i f  you  are  feeling  lost  with  no  clear

goal? What  i f  you  are  not  sure  of  the  f irst  steps  toward  your  goal?

The  fol lowing  are  some  ways  to  help  you  focus  your  energy  and

leverage  your  power  to  achieve  your  dreams :

DON 'T  BE  AFRAID  TO  FAIL

Numerous  examples  exist  of  people  who  fai led  t ime  and  again ,  but

got  back  up  and  kept  their  focus .  From  Michael  Jordan  to  Oprah

Winfrey ,  Bil l  Gates ,  and  many  others ,  fai lure  is  a  key  part  of  success .

Do  not  be  afraid  or  discouraged  when  fai lures  or  setbacks  occur .

Embrace  your  effort ,  learn  from  the  experience  and  keep  practicing .

USE  TEAMS  AND  NETWORKING

There  is  power  in  numbers ,  and  through  teamwork  you  can  accelerate

your  success .   Try  having  lunch  with  colleagues  that  can  help  with

projects .   This  can  build  rapport  and  make  complicated  problems

easier  in  a  casual  atmosphere .   While  meetings  are  good

opportunities  to  interact ,  make  sure  they  are  productive  and  have  a

clear  agenda .

REWARD  YOURSELF

Each  day  can  be  f i l led  with  small  victories .  Be  sure  to  rejoice  when

you  hit  a  particular  milestone .  This  reinforces  your  good  habits  and

keeps  you  on  track  to  achieve  long  term  success .  Your  ultimate  goal

may  be  to  strengthen  your  relationship ,  so  you  may  set  up  some  steps

where  you  spend  quality  t ime  each  week  with  each  other .  After  four

continuous  weeks  reward  yourself  by  doing  something  you  love  such

as  a  game  of  golf  or  a  spa  treatment .

REVISIT  AND  REFINE

Even  the  highest  achievers  spend  t ime  reviewing  their  tasks  and

refining  their  steps .  Their  goals  may  even  be  modified  sl ightly  as  l i fe

events  or  new  aspirations  surface .  It  is  perfectly  alright  to  periodically

take  a  look  at  your  goals  to  make  sure  they  are  sti l l  a  priority  for  you .

For  example ,  you  may  have  had  a  goal  to  become  a  veterinarian ,  but

you  may  f ind  that  i t  is  becoming  more  of  a  struggle  than  you  had  f irst

thought .  Consider  whether  you  should  persevere  and  push  through  to

sti l l  achieve  this  goal ,  or  i f  you  could  look  at  becoming  a  technician

or  other  occupation  that  is  more  realist ic  for  your  abil it ies .



07

LET  TECHNOLOGY  HELP  YOU

There  are  numerous  technological  options  that  can  help  to  remind

you  and  keep  you  focused  on  your  goals .  Using  a  calendar  is  an  ideal

method .  Set  up  repeating  “appointments ”  with  yourself  and  include

specif ic  task  i tems  that  you  expect  to  accomplish  at  that  t ime .  A

little  fr iendly  alarm  now  and  then  can  help  keep  you  on  track .  You

can  set  calendar  alerts  on  your  phone  or  through  your  computer .

Some  people  even  leave  themselves  voicemail  messages  as  an  extra

reminder  for  the  next  day  at  the  off ice .

MEDITATION  AND  CONCENTRATION

Keep  a  healthy  balance  of  diet  and

exercise  so  your  mind  stays  alert

and  focused .  Use  meditation

techniques  to  calm  anxiety  and

help  to  clear  your  mind  of  any

clutter .  Some  meditation

techniques  involve  simply

visualizing  your  goals .  Others  may

be  designed  to  help  you  clear  your

mind  and  just  concentrate  on

breathing .  You  may  prefer  a  simple  

simple  walk  in  the  park  or  watching  a  sunset  to  be  a  perfect

meditation  method .  Choose  a  technique  that  feels  comfortable  for

you  and  schedule  t ime  every  day  or  so  to  practice  i t .

REWARD  YOURSELF

Each  day  can  be  f i l led  with  small  victories .  Be  sure  to  rejoice  when

you  hit  a  particular  milestone .  This  reinforces  your  good  habits  and

keeps  you  on  track  to  achieve  long  term  success .  Your  ultimate  goal

may  be  to  strengthen  your  relationship ,  so  you  may  set  up  some  steps

where  you  spend  quality  t ime  each  week  with  each  other .  After  four

continuous  weeks  reward  yourself  by  doing  something  you  love  such

as  a  game  of  golf  or  a  spa  treatment .
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ARE  YOU  IN  THE  RIGHT  JOB?

I f  you  are  having  a  diff icult  t ime  setting  specif ic  goals ,  there  are  three

exercises  that  can  help  you .  The  f irst  is  to  take  a  look  at  the  things

that  make  you  happy .  Think  of  some  events  in  your  l i fe  that  you  really

enjoyed  or  felt  you  had  a  special  talent  for .  This  could  be  working  on

your  car ,  writing  a  presentation ,  or  planning  an  event .   

 

Think  about  careers  around  that  enjoyable  event  and  pick  one  or  two

career  options .  Another  technique  is  to  look  closely  at  the  way  you

spend  your  day .  Subconsciously ,  many  of  us  gravitate  to  tasks  that  we

enjoy .  Look  at  what  you  did  yesterday ,  or  the  week  before ,  and  make

a  l ist  of  what  you  spent  most  of  your  t ime  doing .  Was  i t  cooking? Do

you  enjoy  that?  

 

Perhaps  i t  was  reading  –  could  you  be  an  editor? The  third  option  is

to  take  an  online  skil ls  assessment  test ,  or  visit  a  career  counselor  to

take  a  skil ls  test .  This  can  help  you  determine  what  activit ies  you  are

naturally  better  at  doing  and  provide  goal  options .
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h o W  T O  F O C U S  Y O U R  E N E R G Y  

 AS S E S S M E N T  &  AC T I O N

What  are  your  goals  for  yourself  personally  and  professionally? 

Who  in  your  l i fe  can  be  a  source  of  motivation  and

accountabil ity  for  check- ins  as  you  progress  toward  those

goals? 

How  will  i t  feel  to  have  accomplished  your  goals? 

Create  a  vision  board  that  outl ines  your  top  goals  for  each  area  of

your  l i fe  and  look  at  i t  daily .

Create  a  SMART  outl ine  for  each  of  the  goals  on  your  vision  board .

Read  Leadership  Lessons :  Time  Choices  to  understand  how  to

manage  interruptions  and  focus  on  priorit ies .    

Q u e s t i o n s   f o r   T h o u g h t   a n d   R e f l e c t i o n

Ac t i o n s  S t e p s

"Focus is being productive instead of busy." ~Tim Ferris
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f i n a l  t h o u g h t s

Everyone  can  choose  their  own  destiny .  While  circumstances  can

change ,  you  can  stick  to  the  goals  that  you  set  and  plan  the  steps  to

attain  your  goals .  Use  the  techniques  outl ined  here  to  specify  your

goals ,  organize  and  review  your  steps  on  a  regular  basis ,  and  use

ways  to  stay  focused  and  continually  move  towards  success .   

 

The  road  will  not  always  be  easy ,  but  when  you  remain  focused  you

can  sti l l  make  progress .  Distractions  are  all  around  us  and  can  easily

pull  us  away  from  achieving  our  real  goals .   

 

Practice  focus  techniques  one  day ,  one  hour ,  or  one  minute  at  a  t ime

to  build  your  personal  stamina  and  drive  towards  your  goals .  Even

the  smallest  steps  can  add  up  over  t ime  to  move  you  closer  to  your

own  individual  success .      

“W i t h  s o  m u c h  t u r m o i l  a n d  c h a o s  i n  t h e  wo r l d ,  
s i m p l e  g o a l s  w i t h  a  l a s e r  f o c u s  h e l p  m e  c u t  

t h r o u g h  t h e  n o i s e . ”  



W O R K S H E E T S



12

W o r k d ay  E v a l u a t i o n :  H ow  d o  yo u  S p e n d  yo u r  d ay?

Top Priorities 
15%

Everything Else 
85%

T i m e  W a s t e r

Priority One 
19%

Everything Else 
63%

Priority Two 
19%

Priority One 
50%

Everything Else 
50%

P r o d u c t i v e L a s e r  F o c u s
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S MAR T  G o a l  s h e e t
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Ab o u t  t h e  a u t h o r

an  emer i tus  member  of  the  s t ra teg ic  adv i so ry  board  fo r  NCSU ‘ s

Computer  Sc ience  Depar tment .  Dona ld  se rves  as  a  mentor  fo r

Goog le  fo r  Ent repreneurs  Exchange :  Black  Founders  and  recent l y

se rved  as  a  j udge  fo r  the  Thurgood  Marsha l l  Col lege  Fund  OFC

Hackathon  pi tch  compet i t ion .  Dona ld  a l so  se rves  on  the  board  of

seve ra l  s ta r tups  i nc lud ing  Creat i ve  Al l i e s ,  Proposa  and  Gryppers .  

 

Please   v i s i t   www .dona ldthompson .com    fo r   add i t iona l    l ea rn ing

mater ia l s ,   v ideos   and    to    i nqu i re   about   oppor tun i t i e s    fo r

Dona ld    to   consu l t   or    speak   with in   your   organ iza t ion .    

“E V E R Y O N E  WAN T S  T O  B E  O N  H I S  O R  H E R  

O R GAN I ZAT I O N ’S  VAL UAB L E   E M P L O Y E E S  L I S T .  T H E  

 R I G H T   M I N D S E T  CAN  G E T  Y O U  T H E R E . ”  

As  an  entrepreneur  in  the  technology  space ,  Donald  Thompson  has

led  or  participated  in  multiple  successful  exits  to  f irms  l ike  Adobe ,

KPIT  and  Beringer  Capital .  With  a  current  focus  on  accelerating  the

next  generation  of  technology  companies  and  entrepreneurs ,  Donald

is  an  advisor  and  investor  to  several  startups  and  established

organizations .

He  believes  that  digital  strategy

and  communication  is  the  next

wave  in  how  brands  interact  with

consumers .  Currently ,  Donald  is

CEO  of  Walk  West ,  a  digital

marketing  agency  that  focuses  on

web  design  and  development ,

social  media  and  content

marketing ,  video  production ,

issue  advocacy ,  and  more  for

companies  l ike  Velcro  Brand ,

Make  A  Wish ,  JP  Morgan  Chase ,

and  H&R  Block .  He  is  appointed

to  the  NC  Board  of  Science ,

Technology  and  Innovation  and  is  


