
Welcome to The EDGE recap for zone 2
Driving Performance

Session 4: Priority Setting & Focus

This module helps you understand what drives motivation, momentum and productivity. You’ll enhance 
your ability to cut through the clutter of our always-on world with its endless urgencies and priorities. 
Why? Because the way to accomplish more isn’t to do more—it’s to do strategically less. 

Ready to get behind the wheel of your success? Hop into the driver’s seat and crank up 
the engine—it’s time to drive performance!
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Driving performance

A nudge

Session 4:  
Priority Setting & Focus

Date: 14th April
Trainer: Kate Hickey

Priorities, priorities! We showed up to 
this session to proactively manage our 
focus. We loaded up on ways to unload 
our workloads so that we can step in the 
helicopter and prioritise meaningfully.

We didn’t aim to turn everyone into a 
Zen master (though it’s possible given 
your talents)—just to move the needle a 
little.

We kicked off with cue: 
Priority setting & focus need 
cultivating—they’re muscles 
we flex and we need to keep 
them active. Focus hygiene 
is as key to our well-being 
as eating right, exercising, 
or spending intentional time 
with family and friends.

Sometimes that means 
powering down.

Driving performance

Critical Thinking and Questioning
Move from executing requests to 
uncovering the why that drives them

Priority Setting and Focus
Gain clarity on what really matters and 
optimize your capacity

Stress and Performance
Capitalize on positive stress 
and thrive in chaos

‘Almost everything will work again if you unplug it for a few minutes.’
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Prioritisation starts with intention!

Defend your focus

What is attention? It is the brain’s capacity to prioritise some information 
over other information. 
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We have 3 systems for doing this:

Flashlight: Your ability to put direct intentional focus onto one thing.

Floodlight: When you open your memory’s receptors to take in all the things at once.

Sometimes we turn our flashlight internally to search for information, and sometimes we 
shine it into the external world.
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Question: How are you navigating between the 3 types of attention?

We asked this question to generate insights into how we can better focus our ‘flash-
light’—especially during online conversations.

Some of us are overwhelmed by Netflix! And when we’re overwhelmed, we tend to 
make low-risk decisions.

When we hyperfocus (think: 4-hour flashlight) we need to take time to reset afterwards.

Our phones are designed to distract us—but we can counter that by using them with 
intention. The same is true for everything in our lives.

Breakout groups

Juggler: The executive control system that course-corrects and directs you 
between the other 2 systems.
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The ‘more is more’ fallacy: The equation doesn’t add up. Diminishing returns every 
time.

Watch out! These traps are everywhere, like land mines waiting to blow up our priorities. 
We can learn to spot them, and also to get out of them faster when we fall in.
The ‘busy’ trap: The busier we are, the more trapped we feel.

Traps we fall into
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The optimism trap: No matter how efficiently we work, we forget that life can still 
get in the way.

The capability trap: Just because you can, doesn’t mean you should.
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Surprise: managing expectations requires intentionality too, and a proactive mindset. 
But its infinitely preferable to mismanaging expectations.

We’re not superheroes—just people.

We always want a fast solution. Putting effort upfront in delegation does take time and 
resources.

You need to train people and invest in coaching them. What’s the solution? Play the 
long game. Delegation will pay off over time!

Remember: when we say yes to more work, we’re saying no to all the other things in our 
lives.

We’re continuously navigating our workload. And we need a map for that!

Expect to manage expectations

Delegate and relegate

Your workload map
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To prioritise, you need to 1) focus on the things that matter, 2) delegating, postponing 
or eliminating, and 3) knowing what to say ‘no’ to.

To deliver against your priorities, focus is absolutely key. Why? Because when you 
pursue multiple priorities, you dilute your goals and diminish the quality of your work.

So:

• Don’t dilute your focus without good cause.

• More is less!

• Delegating or asking for help isn’t being weak. It’s working smarter.

Setting priorities means when we move from executing requests to uncovering the why 
that drives them.

Heads-Up: You’ll Need to Plan Ahead!

Focus is key

Summary: Priority Setting & Focus
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We follow this rule at Symbia: never go above 3 things! Pick 3, do them well, and report 
on your progress.

If you were a fan of the Matrix before, apply this priority-setting tool and you’ll become a 
superfan. Remember: your time is your currency.

Rule of 3: Three’s the charm

Enter the matrix
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Chunk your to-do’s by category. It’s the ultimate focus hack because it saves you from 
spotlighting your focus.

Pro tip: combine batching with Covey’s Matrix to go full beast with your prioritisation! 
It’s batchin’.

Is it time to reframe your understanding of pushing back?

Batching: a simple way to organise tasks

Pushing back is really pushing forward
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Here are some useful ways to communicate your boundaries for better focus.

Boundaries: Do not cross
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Communication is key to getting out of a pinch.

What to do when you feel squeezed
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Summary: Priority setting and focus

Notes from The EDGE

• When planning your life: Plan as many to dont’s as to do’s!

• Are you a neurosurgeon? If not, you won’t put anyone’s life at risk by turning down work! 
Life will go on.

• To get more done (including your 3 things) consider starting your day offline.

Resources

• Music helps some people focus. Maybe that’s why we started this session with a 
song. (Mayra Andrade, We Used to Call it Love)

• Ready to reclaim your stolen focus? Here’s how. (Johann Hari, NYT)

• 5 ways you can protect yourself mentally and stay focused in fast-paced work 
environments (Jodie Rogers, The Hidden Edge of Team Performance podcast)

Focus means staying the course on the things that 
matter to you—priorisation powered by intention 
can be your superpower.

Powered by Symbia Partners

https://open.spotify.com/track/1A3bkONja8rG7tfNHkaquM?si=b29591f320b64663
https://open.spotify.com/track/1A3bkONja8rG7tfNHkaquM?si=b29591f320b64663
https://www.nytimes.com/2022/02/16/well/mind/focus-johann-hari.html
https://symbiapartners.com/episode-8-how-to-survive-fast-paced-work-environments/

