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About the book

Feeling Overwhelmed by Time?  

Have you ever experienced that nagging sensation that time is slipping

away, leaving your aspirations tantalizingly out of reach?  

Unlock the Secrets of Productive People!  

In the enlightening book, "15 Secrets Successful People Know About Time

Management" by Kevin E. Kruse, you'll gain insider knowledge on the

time-management strategies utilized by extraordinary individuals – from

billionaires and Olympic champions to top-achieving students and

successful entrepreneurs.  

Transform Your Life with Practical Steps!  

This book meticulously condenses the practices of highly productive figures

into actionable steps that you can implement right away. Say goodbye to

chaotic days and embrace a life characterized by intentional, meaningful

actions.  

Master Your Time and Life!  

Get ready to take control of your minutes, enhance your concentration, and

align your daily choices with your priorities. Prepare to enter a realm where

you dictate the terms of your life rather than being driven by chaotic

demands.  
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Discover the Power of Time!  

Dive into this transformative guide and learn how the elite effectively

leverage the power of time – and how you can join their ranks!

Scan to Download

https://ohjcz-alternate.app.link/TiHomYO39Kb


About the author

Profile: Kevin E. Kruse

Title: Keynote Speaker, Bestselling Author, Entrepreneur

Expertise: Leadership & Productivity

Experience: Over 20 years in entrepreneurship, with multiple

multimillion-dollar companies established.

Publications Featured In: Forbes, Fast Company, The New York Times.

Core Focus: Strategies to maximize efficiency, achieve personal and

professional objectives.

Notable Work: Author of "15 Secrets Successful People Know About Time

Management," a book that compiles insights from interviews with high

achievers, including billionaires, Olympians, and top-performing students.

Mission: To empower individuals through practical, actionable advice for

success and peak performance.
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1. Chapter 1: Understanding the Value of Time
in Achieving Success

In the quest for success, time emerges as one of the most precious resources

we possess. Kevin E. Kruse, in "15 Secrets Successful People Know About

Time Management," delves into the critical understanding that time is not

merely a unit of measurement but a vital asset that can determine the

trajectory of our lives and careers. The first chapter sets the stage for

understanding how valuing time goes beyond the clock and calendar,

weaving itself into the fabric of successful individuals’ habits and

philosophies.

Successful people uniquely perceive the value of time, often equating it with

their money or other significant commodities. They recognize that every

moment wasted is an opportunity lost, shaping the way they approach their

days. For instance, notable figures like Warren Buffett exemplify this

mindset. He famously spends 80% of his day reading and thinking,

indicating a deep understanding that investing time in knowledge and

decision-making ultimately yields high returns in both personal and

professional realms.

Kruse emphasizes that valuing time is about adopting a mindset that

prioritizes what is truly important. The most effective individuals understand

that their time is finite and thus choose to spend it on activities that align
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with their long-term goals and aspirations. This realization leads to a

profound change in perspective; instead of seeing time through the

segregated lens of work and personal life, they integrate their values, desires,

and responsibilities into a cohesive framework.

Moreover, recognizing the value of time requires an awareness of one’s

efficiency and productivity patterns. Time management is not merely about

putting tasks on a to-do list but involves understanding when one is most

productive and how to harness that energy to maximize output. This aligns

with the work of influential entrepreneurs like Richard Branson, who speaks

about the importance of delegating tasks that do not align with his strengths,

thereby allowing him to focus on what he does best, which is expanding his

multiple business ventures. 

A critical element discussed by Kruse is the concept of opportunity costs.

Every decision to pursue one activity inherently requires the forgo of another

thus, successful people calculate the potential returns of their time

investments. For example, consider someone who spends hours scrolling

through social media versus someone dedicating that time to learning a new

skill or pursuing a passion project. The disparity in outcomes becomes clear;

the latter will likely find personal or professional growth, while the former

may feel a lack of fulfillment over time.
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Kruse also underlines the pivotal element of time awareness in achieving

success. This awareness forms a foundation that successful individuals build

upon to create structured routines, giving them clarity on their goals and

aspirations. They develop strategies, such as time-blocking techniques,

where specific periods during the day are reserved for focused work,

personal growth, or even relaxation. Such methods empower them to not

merely react to their daily urgencies but instead proactively shape their

outcomes.

Additionally, the balance of productivity and recuperation is a core message

in this chapter. Recognizing the value of time also means understanding

when to rest. Successful people are often confronted with the temptation to

work tirelessly; however, they appreciate that burnout can hinder

productivity, leading to diminished returns on their time investments. As

Kruse suggests, taking regular breaks and allocating time for personal and

family life not only reinvigorates one’s spirit but also enhances long-term

effectiveness.

In summary, Chapter 1 of Kevin E. Kruse's work introduces a crucial

understanding that time is indeed a currency in the realm of success. The

ability to value time — acknowledging its finite nature, recognizing

opportunity costs, and establishing effective time management strategies —

is pivotal for anyone aspiring to achieve greatness. By learning to prioritize
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effectively, celebrate productivity while avoiding burnout, and integrating

this understanding into everyday life, individuals can align their actions with

their goals, paving the way for both success and satisfaction.
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2. Chapter 2: Recognizing Personal Priorities to
Optimize Time Management

In Chapter 2 of "15 Secrets Successful People Know About Time

Management," Kevin E. Kruse emphasizes the critical importance of

recognizing personal priorities as a foundational step toward optimizing time

management. Successful individuals consistently demonstrate that the ability

to identify and focus on what truly matters in their lives and careers

significantly enhances their productivity and satisfaction.

Kruse begins by highlighting that time is a finite resource and that how one

chooses to allocate it reflects their core values and priorities. Recognizing

personal priorities involves a deep understanding of what is genuinely

important in one's life, whether for personal growth, career advancement, or

maintaining healthy relationships. By clearly defining these priorities,

individuals can navigate the multitude of tasks and activities that vie for

their attention daily.

Kruse introduces the concept of the "Priority Pyramid." This model posits

that priorities can be categorized into three levels: high, medium, and low.

High-priority items typically include essential tasks that align with

significant long-term goals—such as advancing one's career or maintaining

vital relationships. Medium-priority tasks might support these goals but are

less critical, such as attending social events or completing administrative
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tasks. Finally, low-priority items frequently revolve around distractions that

do not significantly impact one's overall success or happiness, like

mindlessly scrolling through social media.

Once priorities are established, Kruse delves into techniques that assist

individuals in managing their time effectively in accordance with their

identified priorities. One fundamental strategy he recommends is the Daily

Highlight method. Instead of creating an exhaustive to-do list that can lead

to overwhelm, successful people select one or two critical tasks each day

that will contribute the most to their overall goals. This approach not only

alleviates the stress of feeling the need to accomplish numerous tasks but

also enforces a focus on high-impact activities.

To put this into practice, Kruse shares a compelling case study about a

high-level executive named Sarah. After years of working long hours and

feeling perpetually overwhelmed, Sarah decided to take a step back and

reassess her priorities. Through introspection and self-assessment, she

realized that her highest priority was to cultivate a healthy work-life balance

while pursuing her career ambitions. With this in mind, she redesigned her

weekly schedule to focus on her key priorities: family time, professional

development, and quality work output. She implemented the Daily Highlight

method, concentrating her efforts on completing one significant project each

day. As a result, not only did Sarah find greater satisfaction in her work and

Scan to Download

https://ohjcz-alternate.app.link/TiHomYO39Kb


personal life, but she also witnessed substantial improvements in her

productivity.

Kruse also discusses the necessity of alignment between personal priorities

and daily activities. This involves being honest with oneself about whether

the tasks undertaken each day contribute meaningfully to one’s defined

priorities. He stresses that saying "no" to non-essential commitments

becomes easier once personal priorities are clear. In another example, a

professional artist, John, was frequently invited to attend gallery openings

and networking events. While his initial instinct was to accept all invitations

to build connections, he later understood that his time would be better spent

honing his craft and completing significant pieces for an upcoming

exhibition—an activity that aligned with his goal of being a successful artist.

By prioritizing his time, John not only improved the quality of his work but

also managed to create pieces that won several awards.

In summary, recognizing personal priorities is a crucial step in optimizing

time management. Kevin E. Kruse illustrates that a clear understanding of

what is truly important helps individuals allocate their time wisely, minimize

distractions, and focus on high-value tasks that propel them towards their

goals. By adopting strategies such as the Priority Pyramid and the Daily

Highlight method, as well as learning to say "no" to inconsequential

engagements, anyone can enhance their time management skills and,
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consequently, their success.

Scan to Download

https://ohjcz-alternate.app.link/TiHomYO39Kb


3. Chapter 3: The Power of Setting Achievable
Goals for Time Efficiency

Setting achievable goals is a foundational principle in time management that

directly impacts an individual's efficiency and effectiveness in achieving

their desired outcomes. In this chapter, Kevin E. Kruse emphasizes how the

process of goal-setting lays the groundwork for focused action, minimizes

procrastination, and ultimately helps individuals maximize their time

productivity.

One of the critical aspects of setting achievable goals is the SMART criteria,

which stands for Specific, Measurable, Achievable, Relevant, and

Time-bound. By applying this framework, individuals can create

well-defined goals that provide clarity and direction. For instance, instead of

stating a vague goal like "I want to get fit," a SMART goal would be, "I will

work out for 30 minutes, three times a week for the next three months." This

goal is not only specific and measurable but also outlines a clear timeframe

for achieving it.

A powerful example illustrating the significance of achievable goals is the

story of a well-known entrepreneur who set out to launch a tech startup.

Initially, he aimed for an ambitious revenue target of one million dollars

within the first year. However, as he dived deeper into the planning process,

he realized that he needed to break this large goal down into smaller, more
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manageable ones. 

He decided to focus on acquiring 100 customers in the first quarter, loaded

his marketing strategy with tailored campaigns aimed at these customers,

and established regular feedback loops to adjust his approach based on their

responses. By setting these achievable, incremental goals, he was not only

able to keep his team motivated and aligned but also significantly improved

their chances of long-term success beyond the first year.

Kruse highlights that achieving smaller goals provides individuals with a

sense of accomplishment and encourages momentum. This positive

reinforcement can be crucial in countering the motivational dips that many

experience when faced with larger, more daunting tasks. When people see

tangible results from their efforts, it cultivates a growth mindset that propels

them toward their bigger aspirations.

Furthermore, Kruse emphasizes the importance of regularly reviewing and

adjusting one's goals. Life is dynamic, and circumstances often change;

therefore, flexibility is key. Stay-at-home parents, for instance, might find

that certain career goals set prior to their child's birth become less relevant.

In this case, reevaluating and adjusting those goals to align with their current

situation—like setting a goal to develop a new skill relevant to remote

work—can lead to both personal satisfaction and improved time
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management.

Setting achievable goals can also have a profound effect on time efficiency

because it often necessitates strategic prioritization of tasks. When goals are

clearly defined, individuals can allocate their time to activities that directly

contribute to these objectives while eliminating or delegating low-priority

tasks. Consider a team leader who is managing a project with a tight

deadline. By identifying the crucial milestones—such as completing the

initial draft of a report or obtaining client approval at specific points—this

leader can focus on what truly matters, ensuring that the team’s time is spent

efficiently and effectively.

In conclusion, the power of setting achievable goals cannot be

underestimated in the realm of time management. As Kruse articulates, it

allows individuals not only to plan effectively but also to remain motivated

and adaptable in their pursuit of success. By employing the SMART criteria

and embracing a systematic approach to goal-setting, individuals can take

control of their time, guiding their efforts toward measurable outcomes. The

road to efficiency is paved with the clarity and focus achieved through

well-defined and manageable goals, enabling everyone, whether a budding

entrepreneur, a corporate professional, or a dedicated parent, to harness the

power of time to realize their dreams.
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4. Chapter 4: Leveraging Technology and Tools
to Enhance Time Productivity

In the modern age, technology has become a vital ally in the quest for

effective time management. Kevin E. Kruse emphasizes that to enhance

productivity, successful individuals leverage various tools and technologies

that align with their personal and professional goals. By implementing these

strategies, they create a structured environment conducive to focused work

and efficient task management.

One of the primary technologies that contribute to time productivity is

project management software. Tools such as Asana, Trello, and

Monday.com allow users to break down large projects into manageable tasks

while providing clarity through visual representations of progress. For

example, a marketing team using Trello can create boards for different

campaigns. Each task card can be assigned to team members, set with

deadlines, and updated in real-time. This not only keeps everyone

accountable but also allows for quick adjustments as needed, ultimately

saving valuable time that would otherwise be spent in status update

meetings.

Another essential category of tools involves scheduling applications.

Calendars like Google Calendar or Microsoft Outlook streamline meeting

arrangements, personal appointments, and reminders. They often integrate
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with other platforms, allowing for seamless communication across teams.

For instance, if an employee needs to schedule a meeting, they can see

others' availability and avoid endless back-and-forth emails. This capability

not only saves time but also reduces the cognitive load associated with

managing different schedules. Moreover, advanced features such as setting

recurring meetings or video conferencing integrations (e.g., Zoom) further

enhance efficiency, allowing for better use of time.

To-do list applications present another opportunity to maximize productivity.

Apps such as Todoist and Things encourage users to prioritize their tasks

based on urgency and importance. Through features like categorization, due

dates, and reminders, integrative to-do lists help individuals focus on what

needs immediate attention and discourage procrastination. For example, an

entrepreneur might use Todoist to track daily tasks, ensuring critical

deadlines are met. This method transforms overwhelming task loads into

manageable segments, making it easier to maintain momentum throughout

the day.

Communication tools, such as Slack and Microsoft Teams, revolutionize the

way teams interact and share information. By facilitating real-time

messaging and file sharing, these platforms reduce the time spent in lengthy

email threads and enhance collaboration. When teams utilize these tools

effectively, they can swiftly address questions, solve problems, and share
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updates without the need for constant face-to-face meetings. For instance, a

product development team might use Slack channels to discuss ongoing

issues with developers, designers, and marketers simultaneously without

losing track of context. This fosters a dynamic and responsive working

environment.

Automation tools exemplify how technology can alleviate the burden of

repetitive tasks. Tools such as Zapier and IFTTT (If This Then That) enable

users to automate workflows by connecting different apps and services. For

example, a freelance writer might set up an automation that saves email

attachments to a specific Google Drive folder, reducing the time spent

managing files. By minimizing the manual entry or copying of information,

automation frees up time for more critical tasks, allowing individuals to

focus on their core responsibilities.

Despite the plethora of tools available, Kruse stresses the importance of

choosing technologies that genuinely enhance personal productivity rather

than cluttering workflows with unnecessary complexity. Successful

individuals engage in self-assessment to evaluate their needs and select tools

that streamline rather than complicate their efforts. This intentional approach

is necessary, as over-reliance on technology without purpose can lead to

distractions and reduced focus.
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In summary, leveraging technology and tools is fundamental in enhancing

time productivity, as highlighted by Kevin E. Kruse. Successful people

utilize project management systems, scheduling applications, to-do list

managers, communication platforms, and automation tools to simplify their

workflows, enhance collaboration, and maintain focus. Ultimately, the

strategic use of these technologies facilitates better time management,

enabling individuals to achieve their objectives while maintaining a balanced

and productive lifestyle.
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5. Chapter 5: Creating Sustainable Habits for
Long-Term Time Management Success

In Chapter 5 of "15 Secrets Successful People Know About Time

Management," Kevin E. Kruse emphasizes the critical role of creating

sustainable habits that promote long-term success in managing time

effectively. Establishing habits that support successful time management is

vital because, without consistency, even the best strategies can falter. This

chapter explores practical strategies to instill these habits and demonstrate

how they can lead to improved productivity and overall life satisfaction.

Kruse begins by addressing the psychology behind habit formation. He

explains that habits are formed through repetition, and they become more

ingrained and automatic over time. This automaticity is essential for

effective time management, as it allows individuals to engage in productive

behavior without overthinking or conscious effort. To cultivate effective

habits, he introduces the concept of the habit loop, which consists of a cue,

routine, and reward. 

The cue is the trigger that initiates the habit, the routine is the behavior itself,

and the reward reinforces the behavior, making it more likely to recur in the

future. For example, if someone wants to start prioritizing their tasks every

morning, they might set a cue by placing a to-do list on their desk at night.

The routine would be to review and prioritize that list each morning, while
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the reward might be the satisfaction of feeling organized and accomplished

as they check off completed tasks.

Kruse underscores the importance of starting small when developing

sustainable habits. A common pitfall is to set overly ambitious goals, which

can lead to frustration and eventual abandonment of the habit. Instead, he

advocates for the ‘2-Minute Rule,’ which suggests that if a task takes less

than two minutes to complete, it should be done immediately. This approach

not only helps in managing time efficiently but also builds momentum

towards larger goals. For instance, sending a quick email, returning a call, or

tidying up a workspace can pave the way for more significant productivity

later in the day.

Moreover, Kruse advises readers to leverage accountability to strengthen

their new habits. Sharing goals with friends, family, or colleagues can create

a support system that fosters commitment. When others are aware of one’s

intentions, it creates a sense of responsibility that can motivate individuals to

stay on track. For instance, forming a study group where members share

their progress and setbacks can significantly improve the likelihood of

sticking to a study schedule, as the group dynamic encourages persistence.

In addition to accountability, Kruse highlights the power of tracking

progress. Keeping a log of completed tasks or usage of time can provide
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valuable insights into personal efficiency. Many successful people use

journals or apps to note their time allocation, which allows them to identify

trends, optimize their schedules, and adjust their habits accordingly. 

The chapter also discusses the idea of environment as a significant factor in

habit formation. A conducive environment can make it easier to adopt new

habits and eliminate distractions. For instance, someone aiming to reduce

screen time may find it beneficial to create physical boundaries by placing

devices in another room or using apps that temporarily block social media.

By reshaping their environment, they create less friction in maintaining the

desired habit.

Kruse encapsulates the chapter by emphasizing that habits are about

consistency, not perfection. Setting realistic expectations and celebrating

small victories can make the journey to developing sustainable habits

enjoyable and rewarding. For example, if an individual successfully wakes

up 10 minutes earlier each day for a week to plan their day, they should take

a moment to appreciate this achievement as a step towards broader goals.

Recognizing these small wins builds confidence and reinforces the desire to

continue improving.

In conclusion, Chapter 5 illustrates that creating sustainable habits is

foundational for long-term success in time management. Through
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understanding the mechanics of habit formation, starting small, utilizing

accountability, tracking progress, and optimizing one’s environment,

individuals can cultivate habits that support their ambitions. These

principles, when applied consistently, can lead to profound improvements in

productivity and personal achievement.
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