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First things first, w
hat is productivity? Is it just a buzz w

ord 
used to m

otivate com
panies, or is it m

ore than that? Is it 
actually the key to a successful business?  N

o m
atter w

hat 
industry, if you can stay productive you w

ill achieve all your 
business goals. 
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Som
etim

es com
m

itm
ent is scary. C

an you ever be 100%
 

certain you have m
ade the right choice? Picking a new

 
softw

are solution is a huge decision, so w
e have som

e advice 
for any business looking to find a new

 vendor. 
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Producing a regular publication can be tough, so w
e asked each of our experts 

to provide us w
ith tw

o top tips to m
axim

ise productivity; for com
plex projects, 

day to day routines and the tools to support these.
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6
Pro-tips
from our 

productivity
experts.
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Vendor
Partner

C H O I C E .



what’s inside...
featured content
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I’m

 sure all of us are guilty of these personas som
etim

es, 
but they can have such an effect on your day. So w

e have 
provided a few

 w
ays on how

 to com
bat them

.
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If you w
ould like to know

 w
hat a Productivity N

inja actually is, or 
w

ant to learn m
ore about how

 Think Productive’s W
orkshops are 

helping team
s boost their productivity, then head to page ten.
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If you feel like your business could do w
ith som

e advice on how
 to 

create a m
ore productive team

, PC
S have the tools to help. H

ead to 
page fourteen if you w

ant to find out the best w
ay to contact our 

in-house productivity experts.
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What is a
Productivity 

Ninja?

Five
work 

personas.

That can 
effect your 

productivity.

Connect
with
PCS.

—
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So, 
productivity, 
what is it? 

Well, here’s what it isn’t, it’s 
not just a buzz word used 
by management consultants 
and company directors. It’s  
the holy grail of a successful 
business – yes you need 
skilled and motivated 
workers – but they need the 
right processes and systems 
in place to allow them to 
shine and be as productive 
as possible.

It doesn’t matter what 
industry you work in, 
productivity covers a broad 
range of factors. The key 
for any business operation 
is to be able to analyse their 
business and identify how 
improvements can be made.
For publishers, changing the 
way you work and putting 
in the right processes at the 
right time can kick start the 
benefits of a truly efficient 
workflow.

Consider what a difference it 
would make if you could get 
your publication produced 
quicker, smarter and with 
the opportunity for it to look 
better. 

Inside this book you’ll find a 
collection of expert advice, 
interviews and research; 
outlining best practices, and 
the benefits of implementing 
processes specifically 
tailored for publishers, to 
maximise their productivity.

We’d love to hear your 
thoughts and own 
productivity tips. You can 
join in the conversation on 
our LinkedIn page, Twitter or 
even pop us an email at:
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hello@pcs-publishing.com

@PCSltd1 press-computer-systems

Feel free to follow us on social media too 
/PCS.PublishingLtd



Technology Partner
C H O I C E

with improved productivity in mind

Anybody who has been involved in a sales presentation 
will have experienced vendors who provide a constant 
barrage of “Yes”. From features that exist, could exist or, 
simply don’t exist – the answer is always “Yes”. However, 
a vendor who will say “No” will often be a much greater 
partner in the long run. This could be openly stating a 
feature doesn’t exist but can be developed as part of the 
software implementation. 

The implementation of the solution you design should not 
be an off the shelf, one-size-fits-all package. Instead, it 
should be tailored to your team, business and the desired 
outcome of the workflows you are building. 
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When committing to a new software solution it is rarely a short-term decision. However, 
process and workflow efficiencies gained from the right software choice mean you will 
achieve a financial return to justify the long-term commercial and time investment.

There are significant procurement processes many 
businesses follow when choosing technology which 
can be time demanding on the whole organistion. The 
choice of vendor is often overlooked and instead, the 
focus is solely on the solution. By choosing the right 
vendor partnership for your business, you can remove 
the need to continuously repeat the sourcing and 
evaluation process. 

Choosing the correct vendor partner should play a 
pivotal role in getting the correct solution for your 
business. This can be as simple as ensuring financial 
stability and backing, but must also consider other key 
factors that are often noticed but not discussed. Here 
are our key pointers when choosing the correct vendor 
to partner with:

The vendor must be open and honest
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Following on from an honest and open vendor 
relationship, it is crucial the goals of your organisation 
and the software vendor are aligned. Every business 
has a goal, be that to make a profit, grow in scale, 
or to provide an excellent service to their customers. 
Although the core models of your business and the 
vendor may differ, their vision for the product must 
align to the vision at the heart of your business.

Ensuring your visions are aligned

Up-solving not up-selling

Understand where you have been, how much change 
you have gone through, and the trials and tribulations of 
an ever-changing industry.

Understand where you are, the requirements of your 
business, the challenges you are facing and the difficulty 
of the task ahead.

Most importantly, understand where you need to be, and 
how they can support you to get there.

1.

2.

3.

During sales presentations some vendors will often 
show features that are add-ons to the system being 
sold. They will demonstrate solutions to problems 
that aren’t available in the “basic” package; then, 
once you’re signed up, you will be presented with 
add-ons you can buy. When choosing a vendor, 
clarity on what you are and are not getting is key – 
this is when up-solving comes into play.

Vendors should be up-solving problems throughout 
the sales discussions and proposal phases, to 
ensure you are getting all the features you require. 

A vendor should always listen to your feature 
requests and based on the suitability, be open to 
include them in their product roadmap.

If a requested feature doesn’t fit, then the vendor 
must be clear in communicating that back, with 
alternative solutions. If your visions are aligned, 
then their alternative will be a more efficient 
solution to the problem. 

The right vendor will:

The software vendor should provide the tools for your 
business today, and have a roadmap which will enhance 
the way you and your team works in the future.

Finding the
right software

Allowing your
teams to grow

Achieving your
business goals

Increased revenue
and pro�tability

General Business Objectives:

If you’d like to find out more, visit our website at www.pcs-publishing.com, call us on 
01902 37 47 57, or email hello@pcs-publishing.com

Choosing the right technology partner can ensure the 
increased productivity of your team and bussiness; 
from implementation and throughout the lifetime of 
the relationship.

By selecting a vendor dedicated to continuous 
improvement and development, you ensure the 
tools you provide your team are always up-to date – 

delivering optimal workflows and keeping up with your 
audience evolution. 

PCS have been serving the publishing industry for over 
45 years, our in-house team of developers ensure the 
solutions are always being enhanced to support the 
needs of our customers today and in the future.

Improve long-term productivity



We’ve all got tasks to complete and projects to deliver, and all anyone ever really wants 
to know is when will they be done? The only way we have of providing an answer to 
that question is to estimate. Human beings are terrible at estimating. Developers are a 
special breed that are even worse. 

(LITTLE & OFTEN)
Estimate all the things 

We solve this problem in our development teams by 
following a methodology that forces us to break tasks 
down into smaller chunks of work that are easier to 
estimate, and then plan the implementation of those 
chunks in small time-boxed windows of activity called 
sprints.

Essentially, we put rules on estimates. No single task 
can carry an estimate of more than 2 days, and ideally 
everything is broken down into tasks that can be 
individually estimated at a number of hours that can be 
completed within a single working day. Once we’ve got 
the tasks broken down and estimated, we then build 
up the list of tasks to complete into a sprint with a 
maximum duration of 2 weeks. Throughout the sprint, 
we make sure that everyone is measuring the elapsed 
time taken to complete each task (yes, we include the 
time spent getting coffee).

Experience tells us that smaller estimates are less likely 
to be wildly out. Even if there are some that take 5x 
longer than the original estimate, over the course of a 
sprint (or several sprints), the law of averages asserts 
itself and the average-actual tends towards the average-
estimate (this is especially true if there are several 
people working on a project).

pro-tips to maximise 
productivity in
high-frequency publishing.
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Simon Weare - PCS Development Director

02: TIME BOXING
01: BREAK TASKS DOWN INTO 
SMALLER CHUNKS OF WORK

Time boxing a sprint makes everyone’s current todo 
list finite. Even though the larger project may run for 
months or years, the sprint keeps everyone’s focus on 
the current goals and everyone’s immediate todo list 
manageable. Everyone on the team is ticking something 
off a list every day (or couple of days) which is positive 
re-enforcement that progress is being made.

Keeping tasks small and completing them in relatively 
small, time-boxed windows allows us to reflect on 
what’s been done often and change tack as the needs 
and our understanding of the project evolve. Long term, 
this results in less wasted effort on dead-end features 
that are destined to never see the light of day. In 
development, nothing kills motivation in the team more 
than spending weeks or months on something that is 
then dropped because the original requirement changes 
or gets dropped.

Keeping tasks small and time-bound keeps your 
estimates honest. It allows everyone to see progress on 
a daily basis. It gives you the opportunity to reflect often 
and pivot around problems early.
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03: REMOVING REPETITION

When done manually, any repetitive job can be a boring 
job, and a boring job can result in errors. Therefore, 
when you apply the correct technology to repetitive 
tasks you eliminate the risk of human error.

By adopting an integrated solution, you could 
automatically ingest content from an email, removing 
the need to copy and paste. By integrating the solution 
with your web CMS, not only will you no longer copy 
and paste, but the content can be created for both print 
and digital at source.

By reducing the requirement for users to repeatedly 
style content for different channels, publishers benefit 
from increasing efficiency and output of content across 
all platforms.

It is very easy to confuse complexity with efficiency. It’s 
easy to think you need all the folders in your current 
workflow, or that the current sign off process is the only 
way you can do it. However, simplicity is key to creating 
an efficient workflow.

Reduce the number of searches you have by utilising 
software more efficiently, keep submission forms simple 
with just the required data to ensure the integrity of 
your archives. Less time spent figuring out which 
folder to look in, is more time working on creating and 
improving the quality of content in all areas. 

EXCELLENCE THE GOAL
Make efficiency and

Rich Mansell - PCS Solutions Manager

There’s nothing new about the principle of automation. 
It’s been a part of a great many industries for 
decades. From manufacturing to publishing, there are 
overwhelming advantages in applying technology to 
tasks. 

For publishers, automating repetitive and manual jobs 
results in significantly increased productivity, releases 
staff to work on other activities, as well as improves 
efficiency. This could be as simple as automating 
the placement of advert graphics, or going as far as, 
automatically placing adverts onto positions, and 
automatically placing an editorial template.

By reducing the manual element in work that is purely 
process-driven, publishers give their people more time 
to focus on the creative. This leads to improved quality 
and the desired efficiencies.

04: AUTOMATION IN ALL AREAS 
OF PURE PROCESS
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FOR YOURSELF AND OTHERS

Manage expectations

Talking about a tool that is there to perhaps replace a 
conversation might seem odd. Perhaps you think that 
you talk about email all the time? If that looks like asking 
someone ‘Did you get my email?’ or stating I’m so busy, I 
have hundreds of emails.’ That’s not what I mean. 

On my journey as a Productivity Ninja, I meet so many 
people who simply have not ever had a conversation with 
their colleagues or clients about how they deal with email. 
Beyond telling everyone how busy they are with it of 
course. Before I explain what I mean, let me give you some 
examples of conversations that have taken place in some 
of my workshops, or issues that delegates on our ‘Getting 
Your Inbox to Zero’ and ‘Email Etiquette’ courses have come 
across. These are real examples by the way.

• The organisation where if someone wants someone 
else to do something they CC that persons manager 
in their emails. Can you imagine how much managers 
just love this?

• The PA who talked about how she doesn’t sleep well 
so she has her Blackberry by her bed. If her boss emails 
her in the middle of the night, she responds because 
she figures it is urgent. Her boss was in the room. 
He was stunned! His jaw literally dropped. He travels 
internationally. If he sends an email to her, he thought 
she was dealing with it in working hours. He is in a 
different time zone.

My own experience as a delegate on this course in my 
previous life showed me that almost 25% of my email came 
from 1 person. Sat about 5 metres away from me. That was a 
pretty easy one to change, and it improved communication. 
I think, that if people in work places were to have some 
discussion about email, the working world could be a much 
more enjoyable place!

I have one client, who have everyone’s names and photo’s 
on the notice board for all to see. Below are some bullet 
points about how they like to work. I truly think that this 
hugely helps people to work better. It gets over that first 6 
months of figuring out how people like to work! 

Some other great examples include:

• A team where people don’t send an internal email 
unless it can’t wait until the next 11am. At 11am 
everyone gets together and talks to people about stuff 
that’s not urgent. This hugely minimises distractions.

• All internal communication is via Slack, so emails are 
mainly customer facing (ok, that’s us over at Think 
Productive!) 

• The manager who has told her team not to CC her in. 
She won’t read them. And she will only read the first 
5 sentences of any email that has her name in the ‘to’ 
field. I love this extreme ruthlessness with email.

06: LEAVE WORK ON TIME
05: TALK ABOUT EMAIL HABITS 
AND PRACTICES

Many people come to Think Productive because they are 
too busy, perhaps feeling overwhelmed with their work load. 
Throwing more hours at it can seem helpful. To begin with. 
People often start coming into work earlier, staying later and 
this helps in the short term.

Research (http://www.lostgarden.com/2008/09/rules-
of-productivity-presentation.html) suggests that working 
more hours creates problems for us, we become less 
efficient, it takes us longer to complete tasks and we make 
more mistakes. Most of us have tried working longer hours 
and there is always still more work to do. So we are, I think 
(and the research seems to back  this up) better off working 
slightly less hours, giving it our full attention and then 
switching off.

But how to switch off?
It can be difficult at the end of the day to switch off from 
work. If I am out delivering a workshop, I have my train 
journey home to process emails, reflect on how the session 
went and start to relax. This gives me a great way to transition 
from work to home. 

Other days, I work from home. That makes the transition 
much harder. I usually leave the house to pick my son up 
from school at 3.20. I always leave the office at 3pm. Before 
leaving the office I note down any actions that I need to take 
and haven’t done yet. I decide what is the most impactful 
thing I can do tomorrow and leave a note on my desk 
reminding me to do that first thing.

How to leave on time?
Ok, so my school run makes this easy. When I worked in an 
office, leaving to pick my son up was one of the things that 
I found tricky. I had to catch a specific train, or I would be 
late. I couldn’t just stay to tie up that report or have a brief 
conversation with a colleague. I had to leave. That deadline 
created a sense of urgency every day. I didn’t like it in many 
ways, but it did help me to leave work on time. It also helped 
me focus on the stuff that mattered the most.

Having a child is a fairly extreme thing to do to encourage 
you to leave work on time. More practical suggestions 
include: 

• Book an exercise or evening class so you know you have 
to be away on time. And you learn or do something that 
you are interested in, bonus!

• Set an alarm to remind you to leave
• Give yourself a reward for leaving at your planned time 

everyday for a week

Much of this is about managing expectations for yourself 
and others. Having an end of day ritual also helps me to 
stop thinking about work outside of working hours because I 
know that everything is tied up until the next day and I know 
what to start working on when I get started. 

Hayley Watts - Think Productive Productivity Ninja 
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Interview: Conversation with Productivity 
Ninja Hayley Watts from Think Productive.

There is always 
more that people 
can to do improve 

their wellbeing 
and productivity, 
that’s because 
there isn’t 1 

solution, there 
are lots of small 

changes that 
people can make.

Hayley Watts
Productivity Ninja at  

Think Productive

Ninjas are pretty cool, but we’re 
particularly excited about meeting 
a Productivity Ninja from Think 
Productive. PCS chatted to Hayley 
Watt’s to find out what it’s like 
to be a Productivity Ninja and 
what to expect from their flagship 
workshop.

Q: What does your work as a 
Productivity Ninja look like?
A: Every day is different which is why I 
love it!  I am out delivering workshops to 
help people feel less stressed, improve 
their wellbeing and generally make life 
and work feel better. Sometimes this is 
with large global companies, sometimes 
it’s with statutory organisations, 
charities or small businesses.

What we do is useful to people 
across all sectors and industries. The 
conversations I have in workshops can 
be different depending on the seniority 
of the people I am working with or 
the existing culture. There is always 
more that people can to do improve 
their wellbeing and productivity, that’s 
because there isn’t 1 solution, there are 
lots of small changes that people can 
make.

I’m training people on how to manage 
high volumes of work, large quantities 
of email and too many meetings, so I 
get to learn a lot about different roles 
and the challenges that people face. I 
love helping people to find new ways 
of doing things that will make people’s 
lives feel easier. 

Q: What are some of the key take away 
messages from your flagship, How to 
be a Productivity Ninja, workshop? 
A: Our ‘How to be a Productivity 
Ninja’ workshop turns traditional time 
management training on its head. It’s all 
about attention management.

We help you manage attention and 
focus, projects and actions, as well as 
choices and habits. You’ll learn how to 
manage the tension between getting 

the good work done alongside the 
expectations, the quick wins, the emails 
and the interruptions.

You’ll learn how to overcome 
information overload and you will 
implement the 4 key elements of the 
CORD Model, to increase productivity 
and reduce stress.

Q: Are there any other workshops 
you offer?
A: I’m really looking forward to 
delivering more of our Productivity 
Ninja Guide to Delegation workshops 
this year. I used to manage volunteers 
and if you weren’t good at delegating, 
your people leave. I learnt the hard way! 
I think that this is a much needed skill in 
all areas of work.

Good delegation helps bring out the 
best in people. Very often people are 
overloaded and have too much work, 
because they don’t like to delegate, 
or think the work won’t be done well. 
If people can change that, they can 
change their relationship to their work 
in a really good way. 

Having said that, we also run a variety 
of other workshops, which you can find 
on our website:

www.thinkproductive.com
 
Q: What’s your go-to productivity tip?
A: Ah, my top tip is perhaps that there 
isn’t just one thing you can do to be 
more productive and improve your 
wellbeing. It’s lots of small changes. 
So, my top tip would be to try lots of 
different things, test them for a month 
and find out what works for you.



  

11

01: THE MEETING MANIAC

Most likely to be found saying: “I’ve booked a meeting room to discuss 
if we should have a meeting about our next meeting.”

Characteristics: You will rarely see them in the office. For them, eight 
hours of back-to-back meetings is an enjoyable way to spend the day 
and it gives them an excuse not to answer your emails or calls.

How to combat them: If you can’t beat ‘em, join ‘em. Being in too 
many meetings can quash your productivity, but sometimes you need 
a meeting to get things done. Get into a room with this character and 
you have them at your mercy - go armed with all your questions, and 
papers to be signed off. 

02: THE SMALL TALKER

Most likely to be found saying: “What’s the weather like? What did you 
watch on TV last night? What are you up to at the weekend? How are the 
kids? How is your mother?”

Characteristics: They will do anything to not work. They ask question 
after question until you realise you have spent an hour involved in small 
talk and not got any work done. They can discuss any topic that springs to 
mind, at length.

How to combat them: While small talk is often good for cementing work 
relationships, it can also be damaging for your productivity. Put your foot 
down. Say to them “I really need to get on – this has to be finished in the 
next hour”. If you are really desperate then get a pair of headphones.

We all like to imagine we have an easy-going personality and can get along with anyone. 
However, working in a busy office can be tough, especially with all the different personality 
types. Before the clock even hits 9am you can be faced with Gossip Girl hanging around the 
water cooler, Moaning Myrtle leaning on your desk and The Complainer asking you to wipe 
down the microwave after you use it.

Even though this blend of personalities can still mean a company is successful at what it does, 
there are those people that can hamper productivity. Here we have put together a list of the five 
top personas for destroying productivity – and tips on how to deal with them.

Five work personas
That can effect your productivity
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03: THE EMAIL BLACK HOLE

Most likely to be found saying: Nothing. And they are so quiet that you 
start to wonder if they really do exist.

Characteristics: They never respond to your emails or phone calls. You 
can put IMPORTANT in the subject line as many times as you want and 
they still won’t respond. They are focussed on their own productivity and 
yet disregard the fact that everyone else needs to get on with their work.

How to combat them: Good old fashioned face-to-face meetings. Some 
people don’t respond well to emails and phone calls and so the best thing 
to do is get away from your desk for ten minutes to knock on their office 
door. If you think they may glare at you, offer to make them a cuppa and 
then ask them if they could respond to your email.

04: THE DELEGATOR

Most likely to be found saying: “After you’ve done that report I asked you to 
do, can you fill out this Excel spreadsheet and then email all of the people on it.”

Characteristics: Their walk through the office is like a drive-by shooting as 
they fling folders onto desks and hand out demanding deadlines. This person 
constantly delegates work to other people and then never actually does any 
work themselves. They see themselves as having good time management skills.

How to combat them:  Learn to say no. It can be hard to say no to the boss, but 
being productive is about making sure the right things are done and that you 
stick to your goals. If you are handed some work that will take you away from 
your priorities then tell them you haven’t got time. If you explain why then they 
should understand.

05: THE EMAIL OVERLOADER

Most likely to be found saying: “Did you get my email? No, not the one 
I sent at 9am, or the one at 9.10am – scroll to my tenth email sent at 
9.45am.”

Characteristics: This person fills your inbox with unimportant emails. 
Whether it’s a document relevant to only a few people in the office, or a 
hilariously cute photo of their dog, they just love sending emails.

How to combat them: It seems the more time we spend on emails the 
lower we perceive our productivity to be. Keep your replies short and 
simple – and don’t feel like you have to respond to every email. Also, try 
not to reply with a question as it only provokes another email. Lead by 
example and don’t flood other people’s inboxes.

IMPORTANT: Please reply
NEW NOTIFICATION
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Connect
with PCS.
If you would like to find out how 
PCS’s publishing technology can 
help your business, then get in
touch with our in-house experts.

—

Tel:  01902 37 47 57
Email: hello@pcs-publishing.com
LinkedIn: /press-computer-systems
Twitter: @PCSLtd1

www.pcs-publishing.com/contact

—



Don’t Forget To Subscribe
Want to keep up to date on events and news PCS have 
to offer? Please make sure you head to the website and 

subscribe to our newsletter.

www.pcs-publishing.com

Your Publishing
Technology Partner


