Driven Yet Distracted? Smart Yet Scattered? Get Focused Now
A divorced parent of two, Kathryn supports her six-year-old son and three-year-old daughter working as the owner of two food chain restaurants. She often works long hours, becoming frustrated by her managers, vendors, and clients at work. Because she is easily bored by tedious material and trouble sustaining her attention, she seldom completes her paperwork. Her poor organization and planning sometimes cause her to procrastinate until deadlines are imminent. Thank God Kathryn travels from one restaurant to the other most days! She is so restless that she has trouble staying in a single confined place.  Frustrated with her diminishing effectiveness, Kathryn feels angry and misunderstood. Therefore, Kathryn’s temper is set off by seemingly trivial incidents. Sometimes she takes her frustrations and stress out on her children by yelling. Then she feels incredibly guilty. 
Ted is a young executive climbing his way up the corporate ladder. Forced to make several unpopular but significant decisions due to a competitive market, corporate mergers, and downsizing, he struggles to leave work behind at the end of the day. At an uncertain crossroads in his career, he and his wife argue more and more frequently. To her, Ted is a poor listener who is often easily frustrated and self-absorbed. Because of his long work hours, he finds it hard to get involved with his children. Up to now, Ted has made sound business decisions. However, since his last two promotions, he has begun a pattern of impulsive decision-making and failing to anticipate the consequences of his actions. Ted also has increasing difficulties remembering things and concentrating on work tasks and projects from start to finish. He starts to alienate subordinates and peers due to his condescending comments, poor follow-through on commitments, and neglect of others’ needs. Deep down, he knows that something has to change.
Mary loved being a clinical supervisor. In fact, she has been one of the best for the past 15 years. Although she was working harder than she ever had, she found herself going nowhere. She was excruciatingly aware of her inadequacies, but felt helpless to do anything about them. As her health began to decline, she struggled in many areas of her life. Mary was at a loss from her inability to live up to her potential. Since she had trouble maintaining an organized living/work space, she became easily overwhelmed by every day tasks. Of course, her self-esteem suffered. Accumulated failures, unfinished projects, constant conflict, all led her to think of herself as bad, inadequate, aimless, and lazy. Due to recent difficulties managing her workload and handling subordinates’ and clients’ complaints, she became “burned out” and took a leave of absence for a year. 

Kyle was not being paranoid. He really was about to be fired. The law firm was no longer willing to give this 35-year-old attorney any slack. Because he was constantly late for court and seldom got to his desk by ten (while everybody else got there before 8), he knew he wasn’t billing his share of hours. Yet he did not know how to make things right. Although aggressive in court, Kyle often appeared hypersensitive outside the court. This led to emotional overload. He seemed to absorb everything, particularly criticism. It would seem that he over-reacted. However, if you consider his inability to filter things out, what appeared to be an over-reaction does make sense. To meet his need for excitement, Kyle often took on more than he could handle. He tended to over-extend himself. Despite Kyle’s education in law, risk management, and litigation, he had difficulties delaying gratification. Frequently, he made comments without considering their impact. Combined with risk-taking and stimulation- or thrill-seeking, these behaviors created some unfortunate misadventures for Kyle. When bored, he actively sought stimulation. It wasn’t that he lacked smarts. In fact, Kyle’s education made him a very bright individual. His trouble wasn’t knowing what to do, but doing what he knew to do...at the point of performance.
The stories may sound familiar to you. They are stories of leaders who have allowed the stress of their work impair their ability to cope with attention deficits and vice versa. Stress and Attention Deficit Disorder (ADD) seem to be frequent companions. In today’s high paced, high tech, complicated, ever-changing work world, more and more professionals are discovering that they have attention and focus difficulties. In fact, according to Gordan & McCLure, co-authors of The Down and Dirty Guide to Adult Attention Deficit Disorder, “there’s a little ADD in all of us, but a lot of ADD in some of us.” Not only is it common, but it is also normal human behavior…carried out in extremes.1
Kathryn, Ted, Mary, and Kyle have allowed stress to make their lives unmanageable. You must realize that stress is certainly not some great dark threat over which you have no control or influence. Because you create most of it yourself, only you can control and manage it. In other words, how much stress you encounter is determined by how you interpret events.  And, how you deal with the resulting stress affects how healthy and happy you are. 
Just as exercise keeps your body physically fit, dealing effectively with your emotions and stress keeps you emotionally fit. It is possible to make stress work for you rather than against you. The stories in this chapter will demonstrate how many people have done that very thing. 

 Left uncontrolled, both routine and unexpected stress can trigger physical and emotional illnesses such as insomnia, ulcers, high blood pressure, asthma, headaches and migraines, depression, anxiety, and chronic fatigue. So, it is crucial to manage your stress level regularly. 

When you’re running late to work because your dog ate your keys, you make a choice about how that situation will impact the remainder of your day. You may beat yourself up for being so stupid that you left the keys within the dog’s reach. You may banish the dog to a small fenced-in area of the backyard (in hopes of recovering those keys from one of those piles of poop). You may take out your frustration on your employees. Or, you may just apologize for being late and share your “You-wouldn’t-believe-what-happened-to-me on-the-way-to-work” story.
When you choose to let stress get the best of you, you may react by looking for an antidote to the pain. Many people find a quick, convenient solution that is very appealing. They react to stress in many negative ways such as turning to tranquilizers, alcohol, nicotine, caffeine, or sleeping pills. They over-eat, gamble excessively, work too much, or hold in emotions until they explode at inappropriate times with inappropriate people. Unfortunately, these behaviors create more problems than they solve. You, on the other hand, can recognize stress then manage it much more effectively. The trick is to choose a response that helps you cope, one that makes you feel calm, happy, and in control.
Being a leader in business comes with a number of specific stressors. Taking on the challenge of leading in today’s continually evolving, turbulent business world is a daunting task. According to Valerie Sokolosky, author of Monday Morning Leadership, we are living in a world or raplexity. “It means living in a business environment that changes rapidly. And, as changes occur, they are more and more complex. So put those two elements together and you get raplexity.” For example, mergers, reorganization, downsizing, and acquisitions cause people so much stress that it impairs their concentration (thus worsening ADD) and productivity. Kathryn, Ted, Mary and Kyle are among the casualties of this information-loaded, high-paced, low-touch, high-tech, continually evolving business world today.2
Stress is an inevitable part of change. Change may give us excitement and variety. And variety is the spice of life, right? But, change also brings new challenges, additional demands, and, possibly, intimidating threats. Divorce triggers stress. Striving to be perfect triggers stress. The loss of a loved one triggers stress. So do daily work deadlines, family obligations, parent-child conflict, relationship problems, and countless errands. If you’re like me, even when you’re not stressed or worried about something, you worry about what it is that you’ve forgotten to worry about! Nevertheless, we choose how to respond to stress. 
In addition to being great golfers, networkers, racquetball/tennis players, and devoted family men and women, high achieving business leaders are also great leaders of change (Sperry, 1996). But, sometimes that change requires these leaders to make some unpopular decisions. For example, managers, directors, and executives may have to fire friends and peers, close down lower-performing branches or departments, remain composed while reporters interrogate them, confront non-supportive board members, endure lengthy business meetings, and give countless speeches regarding a vision for the future. Being a great business leader takes considerable resilience. Below is a list of common stressors that leaders must manage or overcome: 
· Evening socializing
· Heavy travel across time zones
· Working too much
· Unrealistic deadlines
· Heavy workloads
· Poor communication
· Competing personal, professional, family, and social commitments 
These stressors can often lead to marital difficulties, personality conflicts with peers, family, and supervisors, or emotions out of control. It may also cause insomnia (Sperry, 1996, Corporate Therapy & Consulting).3 
Being a leader or a high-achiever can also be lonely. For example, managers, directors, and other professionals are continually evaluated not just on their own personal efficiency and professional development, but also on that of their subordinates. They are responsible to establish and maintain positive working relationships with their team. And they must do all of this while quickly and effectively meeting organizational challenges.

Because of their leadership roles, executives do not feel comfortable discussing these highly sensitive issues within the organization. After all, top managers, directors, and supervisors didn’t arrive at their high-level positions by leaning on others and focusing on their weaknesses. Often the problem is that they cannot even see their own problems.  Because they themselves and others surrounding them maintain sterling images of these leaders, they are (understandably) very reluctant to disclose or accept their insecurities. For the same reason, these high-achievers have difficulty admitting that they are “winging it”. And, therefore, are reluctant to ask for help. Unfortunately, many see that too as a weakness.

Due to the Peter Principle, many managers are thrown into a leadership role for which they had never prepared. They tend to be promoted to their level of incompetence. They must make tough decisions without all of the necessary expertise, yet people expect them to excel. In addition, today’s volatile business environment demands more from these executives. As goals, roles, and business trends change, leaders must continually learn new skills and increase their knowledge specific to their industry and its evolving technology.
In addition to those stressors listed above, these leaders encounter challenges such as less-than-supportive work environments, competition for limited top positions, turf battles, and power struggles.  According to Natalie Gahrman at NRGCoaching (www.nrgcoaching. com or www.superbusyparent .com), the following are signs that you may be overloaded with stress:
· A boss with no real sense of your job
· Increased sick leave 
· A sharp rise in complaints
· Poor synergy with a team of co-workers 
· More consistently working longer hours and weekends just to stay on top of your workload while you neglect other areas of your life 
· Increase in turnover 
· Increase in customer complaints
· Inefficient meetings
· Improper delegation of tasks 
· Constant interruptions & distractions
· Too many emails, text messages, etc.
· Feeling totally out-of-control or overwhelmed
· Accumulating resentment, exhaustion and frustration that leads to poor quality work
· Employees complaining about work/life issues, limited career opportunities, or lack of skill development. 

So, being a manager, director, supervisor, or other business leader involves a lot of stress. Now, add to that having Attention Deficit Disorder (ADD) and you have the perfect formula for stress overload!  “In our fast-paced, high-pressure lifestyle, few of us can remain focused, organized and efficient when we are bombarded with the multiple demands of ever-changing workplace dynamics, several distractions of a cubicle work environment, and the necessity of continual updating and training”(Nadeau, ADD In The Workplace, 1997). This is especially true when we must simultaneously handle the responsibilities of being in a dual career relationship and raising children. In addition to the above stressors, professionals having Attention Deficit Disorder struggle with inattention, hyperactivity, and impulsivity.4

Below are some other symptoms of ADD:
Distractibility                         

Failure to complete tasks        

Taking on too much               

Restlessness            

Disorganization                      

Tendency to interrupt others

Problems managing time        

Pattern of short-lived interests

Poor planning



Quick Temper
Difficulty sitting still 


Difficulty waiting 
In addition, there are several social consequences secondary to these primary traits. For example, a person with ADD may miss important social cues or verbal or non-verbal gestures, have difficulty listening or paying attention to others, or lose friends or family due to behaviors that push them away. Those living with a person with ADD may experience frustration and anger due to her procrastination, unfinished tasks, failure to keep commitments, and disorganization. These offensive behaviors may also include anger, aggression, talking too much, not noticing how others feel, and saying inappropriate things (“foot-in-the-mouth disease”). Family, friends, and employees may also “walk on eggshells” due to the ADDer’s quick-to-anger temperament.
You know you have ADD when…

· You forget to pick up the clothes at the dry cleaners…. For a couple years in a row….

· You drive to a friend’s house to drop off a CD, arrive safely and by an act of God, show up on time, but forget the CD at home….

· You forgot whether you took your medication… or gave it to the dog, maybe?
· You promise your child you’ll bring some literature home from work for a report he is writing yet the darn stuff never quite makes it into your briefcase….

· You promise to meet your spouse for lunch, but go to the wrong restaurant… on the wrong day 1
If you find that funny, you may also appreciate this: How many ADDers does it take to change a light bulb? Only one, but it takes several light bulbs and several months to get it done because the person with ADD... 
· Paid for the light bulb then left it in the shop on the counter.

· Bought the wrong type of light bulb because she didn't bother checking which sort of light bulb was necessary because that's just too boring!
· Left the light bulb under a pile of clothes for several weeks before he got around to trying to put it up.

· Couldn't remember who she gave the ladder to so she decided she had to buy another.

· Took the old light bulb down, put it on the floor next to the new light bulb, got distracted by something, and forgot which one was the new one...

· Was waiting for just the right lighting!

For me, it usually goes something like this: I decide to water my garden. As I turn on the hose in the driveway, I look over at my car and decide my car needs washing. As I start toward the garage, I notice that there’s mail on the porch table that I brought up from the mail box earlier.
I decide to go through the mail before I wash the car. I lay my car keys down on the table, put the junk mail in the garbage can under the table, and notice that the can is full. So, I decide to put the bills back on the table and take out the garbage first. But, since I’m going to be near the mailbox when I take out the garbage, I may as well pay the bills first. I take my checkbook off the table, and see that there is only one check left.
My extra checks are in my desk in the library, so I go inside the house to my desk where I find the can of soda I’d been drinking. I’m going to look for my checks, but first I need to push the soda aside so that I don’t accidentally knock it over. Because I see that the soda is getting warm, I decide I should put it in the refrigerator to keep it cold.
As I head toward the kitchen with the soda, a vase of flowers on the counter catches my eye. They need to be watered.  I set the soda down on the counter, and I discover my reading glasses that I’ve been searching for all morning.
I decide I better put them back on my desk, but first I’m going to water the flowers. I set the glasses back down on the counter, fill a container with water and suddenly I spot the TV remote.  Someone left it on the kitchen table.  I say to myself, “Tonight when we go to watch TV, I’ll be looking for the remote, but I won’t remember that it’s on the kitchen table.”  So I decide to put it back in the den where it belongs. However, I’m going to water the flowers first.  I pour some water in the flowers, but quite a bit of it spills on the floor.  So I set the remote back down on the table, get some towels and wipe up the spill. Then, I head down the hall trying to remember what I was planning to do. Here it is, the end of the day and:

       *          the car isn’t washed
       *          the bills aren’t paid
       *          there is a warm can of soda sitting on the counter
       *          the flowers don’t have enough water,
       *          there is still only one check in my check book,
       *          I can’t find the remote,
       *          I can’t find my glasses,
       *          and I don’t remember what I did with the car keys!
  When I try to figure out why nothing got done today, I’m really baffled because I  know I was busy all day long, and now I’m really  tired!
 

Sound familiar? Those are the negative traits of ADD. But wait! People with this condition also have many positive characteristics or strengths. For example, they are energetic, risk-taking, innovative, creative, intuitive, enthusiastic, intelligent high-achievers. According to Kathleen Nadeau, they are “good in a crisis, jump-in-with-both-feet and figure it-out-as-they-go-along people”. Because of their distractibility, they can re-focus when necessary. For example, when they become upset at work but must delay emotional expression. Nadeau adds that a study of successful business entrepreneurs will demonstrate an abundance of individuals with ADD. Apparently, salespersons, inventors, politicians, comedians, pilots, entertainers, and several other high profile people have strong ADD traits. This chapter is written for those individuals.5
The frustrations of living with ADD can really take a toll on one’s self-image. Some people cope with this injury to their self-esteem by relentlessly pursuing achievement, productivity, and acceptance. By working hard to demonstrate their worth, they protect their fragile confidence. Being intensely driven and competitive actually helps them overcome their ADD challenges. In fact, some of my clients are pretty darn obsessive about managing their lives!  
Before you assume you or someone you know has ADD, “ make sure you’re not simply on the sloppy, spacey, hot-headed, or impatient side” as stated by Michael Gordon , Ph.D. & F. Daniel McClure, Ph.D. I seldom meet someone who isn’t occasionally inattentive, distracted, and impulsive. It seems that we all have times we’re not as focused or careful as we could be. Even the most organized and cautious are guilty of this. 1
We’ve all made quick, impulsive decisions or said things without thinking. Few of us make it through a week without becoming forgetful or distracted. Everyone would do better if they only concentrated more and daydreamed less.  In other words, it is normal and common to be inattentive and scattered at times. Gordon and McClure add that it is especially common when we are overwhelmed with responsibilities, managing complex tasks, or dealing with intense emotions. When we become stressed out, one of the first things to go is our capacity to pay attention. The next thing to go is our memory…then our ability to organize. Difficulties with attention and self-control become more pronounced over time as demands for concentration and organization increase.
So, the symptoms associated with ADD are all normal behaviors taken to extremes. Unlike symptoms of many other mental health conditions, those that are a part of ADD are not in and of themselves odd. “Hallucinating the face of Elvis on your bathroom mirror or thinking the CIA has rewired your brain, now that’s weird. But ADD symptoms aren’t necessarily unusual.” 1
In fact, some of my clients with ADD have excellent careers until they are promoted to their management positions. At that stage, the demands for time management, planning, and organization become too great and their job performance suffers. Because they are distractible and less detail-focused, they have difficulty with mundane, detailed paperwork. However, as a result of their coaching experience, they learn to cope with many of these challenges.

I often help my clients distinguish between ADD-related behaviors and symptoms of living in a society that is fast paced-paced, ever-changing, and overloaded with stimulation and information. They report improved concentration and memory. They develop more patience as well as organization and time management skills. These dedicated individuals also learn to anticipate and meet the challenges that come with ADD thereby improving their productivity and performance. Because they finally overcome the disorganization and over-achievement of ADD, their significant others report less frustration or irritation with them. Overall, my clients feel more in control of their life. 
You too can learn important tools for self-care and success--at home, at work, and at play. You can cope in healthy ways with the increased demands, faster pace, loss of support, and constant change. You can live a happier, healthier and more successful life if you recall how you handled these negative events effectively in the past and, guess what, yes, do more of it! Just read how my clients learned to concentrate, maintain self-control, get along better with others, make better decisions, manage their time, and follow-through on commitments. Remember that there are about as many strategies out there as there are people with ADD. Learn many of them because what works for some may not work for others. Give each of these strategies a try. If something doesn’t work or doesn’t fit your style, try something else. Just be sure to stick with an approach for a reasonable amount of time before giving up on it. Now, let’s see what Kathryn, Ted, Mary, and Kyle tried. 
Remember Kathryn, the single-mom/entrepreneur? She complained that she responded to stress by taking her anger out on her children by yelling then feeling overwhelmed with guilt. Here’s what we came up with as a plan of action: 
· Do the boring tasks when energy level is high; delegate boring tasks whenever possible; recognize need for change and stimulation and actively work to introduce more until it leads to distraction or overwhelm

· Do it now! If you receive a phone or email message, rather than putting the message on your desk, call back immediately; if you’re given a report to review, instead of setting it on a pile, read it right away; do the worst first (if you have three urgent tasks to complete, start with the least desirable one; getting it out of the way motivates you to do the rest.)
· Make home a special place of warmth and safety; make sure it’s a place where kids can be kids, a place where they want to be; accept children for who they are; have fun and laugh together; treat children with kindness and forgiveness.
· Recognize anger cues and triggers; dissipate anger through deep breathing, muscle relaxation, and thought-stopping; learn effective problem-solving skills to deal with situations that trigger anger or stress; before you over-react impulsively to anger, catch yourself and look for less drastic solutions; take notes, write down what you’re thinking of saying so you have time to consider, “Is this a good thing to say? What’s the best way to say it?” 

· Change self-talk leading to guilt!  Start becoming more aware of the messages you say to yourself; once you notice what you are thinking, replace negative, distorted, unhealthy thoughts with more positive, rational, healthy thoughts; see how it removes the guilt and melts away stress; treat yourself with kindness and forgiveness. 
· On a daily basis, evaluate your successes and areas needing improvement; solicit constructive feedback from friends, co-workers, and family; learn to have more compassion for yourself; use positive self-talk when you feel you’ve failed or done something wrong; replace negative thoughts that berate, criticize, or blame with more positive and relaxing, soothing or comforting words when you talk to yourself.
· Get organized by using lists, plans, calendars, schedules, and gadgets such as cell pone alarms and blackberries; structure your work space to allow movement but not distraction; instead of impulsively jumping into projects without a plan (leading to inefficiency), team up with someone who is better at planning and organizing.
Remember Ted, who struggled with work-life balance, marital difficulties, impulsive decisions, distractibility, forgetfulness, and lack of time for his children? Here’s how we addressed the stress related to his ADD:
· Stop bringing work home whenever it can be avoided; keep work at work; be more productive and focused during work hours so you don’t have to bring it home.

· Keep the kids’ schedule on the fridge so you won’t miss something or forget an appointment; make it very clear what you expect from kids at home in terms of helping with chores and routines
· Just like business leaders have a focused mission and clearly stated values, develop a mission statement at home; place it in writing, make multiple copies, have each family member sign it and post in a common area; for example, a mission such as “Our family loves and supports one another, no matter what” 
· Have family meetings just like those held in business where each person is expected to attend and participate; although parents have the right to veto unreasonable requests or suggestions, everyone has a vote, a voice

· Deal with external distractions by finding a quiet place to work and removing all distracting noise; use small, unobtrusive, sound-blocking ear buds or a white noise machine to muffle distracting sounds; move your desk so that it no longer faces traffic; if you must listen to background music to concentrate, choose symphony orchestra, classical music (instrumental music without lyrics).
· Deal with internal distractions by writing down intrusive thoughts so you can get back on task; use mobile phone or blackberry alarm to sound off at regular intervals to remind you to get back on task; work at boring, repetitive tasks for brief intervals and shift to new tasks or take a “time out” when you find your attention roaming.  

· Follow the rule, “Do it now or write it down”; rather than write things on random scraps of paper, only use your agenda or blackberry and keep it with you at all times; check your agenda or blackberry several times each day; set your cell phone alarm to remind you of times you need to call or meet someone; stop and consider both short- and long-term consequences before making a decision
· Rather than arguing by saying things like, “That’s not true…!” or “No, it isn’t…!”, say, “I understand how you feel about that…” or “It sounds like you feel ______ because…” Instead of responding with, “Quit your whining…”, respond with, “I know it’s not easy to…” or “I’m sure this must be difficult…”  Repeat the speaker’s message in your own words. Listen closely as the speaker verifies that you heard him/her correctly or clarifies if you misinterpreted what he/she said. For example, the speaker may say, “Yes. That’s it exactly.” Or, “No. That’s not what I meant.”
· After summarizing the speaker’s message, move to a decision or action by saying, “Ok, now that I understand where you’re coming from, what would you like?” Or, “What do you think we need to do?”
· Remember to notice listeners’ reactions (are they interested or not?); when you catch yourself interrupting, apologize and write your comments down (if you’re afraid you’ll forget them); when you catch yourself being blunt (blurting out a reaction without taking the time to phrase it sensitively or tactfully), remember the rules of tact; say “have you considered…?” instead of “you should/have to/need…”, “I disagree” instead of “No, you’re wrong” , “I understand…” rather than “I don’t care…”, “I recommend…” or “I suggest…” instead of “stop complaining” or “Why did you…? What were you thinking?”; use the words “please,” “thank you”, and “sorry”).
Now let’s turn to Mary, our “burnout” who had difficulties managing her workload and handling teachers’ and parents’ complaints. Here’s what we did to regain her energy, enthusiasm, and focus:  

· Keep it simple; the less complicated something is, the more likely you’ll be successful in the long-term; keep duplicates of everything that’s important (extra keys in your house, purse, briefcase)

· If it’s important, write it down in your agenda or personal data organizer as soon as it occurs to you; use post-it notes as reminders and place them on computer screens, steering wheels, wallets, or anything else you won’t easily overlook
· List powerful incentives for getting work completed and consequences for not getting things done; make work as motivating, compelling, and enjoyable as you can
· Look for ways to prioritize and organize; when something comes across your desk, either get it filed or take action on it; if it’s informational, put in into a folder marked “read later”; use travel time or wait time for this reading; once read, file it back at the office or mark it with actions you want to take later

· Build self-esteem by completing a success inventory, a  chronology of achievements accomplished at every age and stage of life; refer back to it often; to recover from criticisms received growing up (“You’d forget your head if it wasn’t attached”), look for positive feedback from others, “toot your own horn”; let go of impossible expectations of yourself and reject unreasonable expectations form others 
· Surround yourself with attentive, organized people; have your PDA, blackberry, or other organizational device beep every half hour to remind you to check your “to-do” list; request that someone stop you before leaving home or the office and ask, “do you have everything you need?”; periodically ask yourself, “what do I need? What did I forget to do or to take?” 

And, how about Kyle, who struggled with time management, hypersensitivity, thrill-seeking, and chronic tardiness? Here’s what we came up with as a plan of action:
· Keep track of how many phone calls, emails, text messages, or other interruptions you receive daily; have secretary filter incoming phone calls; only permit emergency calls from family or friends; don’t leave the email indicator (“ding”) on unless it’s absolutely critical for your job.
· When under the gun with a deadline, hold calls, close the door, and either put off checking email messages or send an “I’ll reply by such and such time” message; check email no more than twice daily; establish boundaries related to when leadership/colleagues/subordinates can interrupt.
· Communicate to support staff that when the door is closed, you need to be left alone; hang a “Don’t Disturb” sign on office door.

· Continually ask “Is this meeting absolutely necessary?”; determine whether the issue could be handled individually rather than as a group. Regularly scheduled meetings (especially difficult for the ADDer if slow-moving) can be time-wasting distractions that contribute nothing to the bottom line. Who wants to be taken away from accomplishing critical, urgent tasks just so they can attend a mandatory meeting?

· Hold only meetings that are absolutely necessary because they give employees something to make their jobs easier or provide tips to make them more effective;  if the meeting is for information dissemination, delegate someone to attend in your place
· Say “no” to non-essential tasks; stay away from “office politics”; they’re  very distracting and time-consuming

· Plan, plan, plan; Pad schedule/agenda with “white space” so you are planning time for the unexpected—traffic jams, paper jams, technology bloopers and blunders; leave plenty of time to make plans for things like trips, buying gifts or cards, etc.
· Analyze what it is that makes you late. For example, don’t start working on a complicated project when you only have 30 minutes to leave; don’t convince yourself that making that one call you’ve avoided all day will “only take a second”.
· Learn to say “no.” Don’t take on more than you can do 

· Do what you say and say what you mean; don’t make empty promises then fail to follow-through on commitments; develop habit of saying, “I’d like to, but let me check my schedule”; ask others for help; delegate!
Hopefully, reading the action plans of these clients will help you recall what may have worked for you to manage your own ADD. To summarize using the words of Michael Gordon, Ph.D. & F. Daniel McClure, Ph.D., “Avoid situations that are bound to overwhelm you with demands you could never satisfy. Once you find a situation that’s generally manageable, tailor it to maximize your strengths and minimize your weaknesses.” 1
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