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Caroline Webb’s book, “How to Have a Good Day,” is a practical guide to help readers improve their daily routine and achieve greater productivity and happiness. The book offers concrete strategies to tackle common challenges that can derail even the most well-intentioned person’s day. Chapter 1: The Power of a Good Day In the first chapter, Webb
introduces the idea that a good day is not just a matter of chance but can be actively managed. She explains that by understanding the science behind how our brains work, we can take control of our daily routines and set ourselves up for success. Chapter 2: The Importance of Mornings Webb argues that mornings are crucial to setting the tone for
the rest of the day. She suggests waking up early, even if it’s just an hour earlier than usual, to have some quiet time to yourself before the chaos of the day begins. Chapter 3: The Art of Scheduling In this chapter, Webb provides practical advice on how to create a schedule that works for you. She emphasizes the importance of prioritizing tasks and
avoiding multitasking, which can lead to stress and decreased productivity. Chapter 4: The Power of Perspective Webb explains that our perspective can greatly impact our mood and productivity. She offers strategies for dealing with negative thoughts and encourages readers to focus on the positive aspects of their lives. Chapter 5: The Importance of
Breaks Taking breaks throughout the day is essential for maintaining focus and preventing burnout. Webb provides suggestions for incorporating breaks into your daily routine, such as taking a walk or practicing mindfulness. Chapter 6: The Role of Others Webb acknowledges that our interactions with others can greatly impact our mood and
productivity. She offers advice on how to communicate effectively and navigate difficult situations with colleagues and loved ones. Chapter 7: The Art of Letting Go Webb encourages readers to let go of perfectionism and the need to control everything. She emphasizes the importance of delegating tasks and learning to say “no” when necessary. See
also Book Summary: Leadership Strategy and Tactics by Jocko WillinkConclusion In conclusion, “How to Have a Good Day” is a valuable resource for anyone looking to improve their daily routine and achieve greater productivity and happiness. By implementing the strategies outlined in the book, readers can take control of their days and set
themselves up for success. Interested in reading the whole book? Buy the book “How To Have A Good Day” on Amazon Advances in the behavioral sciences are giving us an ever-better understanding of how our brains work, why we make the choices we do, and what it takes for us to be at our best. But it hasn’t always been easy to see how to apply
these insights in real life - until now. In How to Have a Good Day, Caroline Webb translates three big scientific ideas into step-by-step guidance that enables us to make every day feel more like our best days, by showing us how to: set better priorities, make our time go further, ace every interaction, be our smartest selves, strengthen our personal
impact, be resilient to setbacks, and boost our energy and enjoyment. In short: she shows us how to take more control over the quality of our days - whether the “day job” sees us in an office, a studio, outdoors or at home. How to Have a Good Day was hailed by Forbes as a “must-read business book,” described by Fortune as one of their top “self-
improvement through data” books, and listed by Inc as one of the best 15 leadership and personal development books of the past five years. Written in an accessible, engaging style for anyone with an interest in evidence-based self-improvement, the book has been widely lauded in the media, winning plaudits from publications as diverse as the
Financial Times, TIME magazine, and Cosmopolitan. It's been described by Susan Cain as “extraordinary”, Cass Sunstein as “wise and humane,” Tom Peters as “magisterial,” and Dan Pink as “smart, thorough, and eminently practical.” (You can read more endorsements below.) How to Have a Good Day has so far been published in 14 languages and
more than 60 countries. “How we spend our days is, of course, how we spend our lives.”Rating: 10/10Related Books: The Happiness Hypothesis, Stumbling on Happiness, The How of Happiness, Extreme ProductivityPrint | Ebook | Audiobook Get all my book summaries hereHow To Have a Good Day Short Summaryln How to Have a Good Day,
Caroline Webb takes her extensive experience as a management consultant and economist to illuminate insights from psychology and behavioral economics on the nature of our decision-making. She reveals that we can fine-tune our perceptions and decisions to optimize our happiness in everything that we do. A riveting and well-researched book with
many practical tips on how to improve our well-being.Part 1: PrioritiesYour priorities and assumptions determine your perceptions. Resetting your priorities can change the way you experience and approach the day.For example:Sad people are likely to see a hill as being steeper than it actually is. While happier people are more likely to see others in a
positive light.The brain’s deliberate system—the one that’s responsible for self-control and thinking—prioritizes what seems worthwhile and screens everything else out. While this is important, we can miss out on stuff in our environment.The secret is being more proactive in what our brains see as important every day. We can tweak our perceptions
by being more deliberate in our perceptual filters.We can do this by looking at things from three angles:Aim. Think about your aim as you meet people and as you work on your activities. Ask yourself: “What really matters?”Attitude. Take time to notice the concerns that are dominating your thoughts. Ask yourself: “Do they help me achieve my main
goals?”Attention. Given your priorities, ask yourself: “Where should I focus my attention?”Setting Great GoalsThere are two types of goals:Approach Goals: doing more of something goodAvoidance Goals: doing less of something badApproach goals are better than avoidance goals as they encourage higher performance. How to reframe your
goals:“What positive outcome am I seeking? And what do I need to start doing, or do more of, to get that ideal outcome?”Turn avoidance goals into approach goals. What good thing you’d need to do more of to achieve the same outcome?Find a personal WHY. Articulate your goals in a way that reminds you of something that you care about.We achieve
more when our goals are focused and achievable. Set a series of small goals that are within reach.Implementation Intentions (“When-Then” Plans): to make sure that you will achieve your goals, set a clear “what we’ll do and when we’ll do” i.e when X happens, then I will do Y When you have a goal in mind, write it down ASAP.Don’t waste your brain’s
working memory. Create a brain-friendly to-do list. Remember that you have limited working memory, so don’t try to remember so much at the same time.Reinforcing Your IntentionsSpend little time on the negatives.Mental Contrasting: finding and addressing obstacles that are likely to stand in the way of achieving your goals“To benefit from mental
contrasting as you're making your own plans for the day, ask yourself: What’s most likely to get in the way of you succeeding in meeting your goals for today? What’s your “when-then” contingency plan to prevent that obstacle from getting in the way?”Use cues to remind yourself to stay on track. Find words or phrases that will remind you of your
intentions.Take your time and visualize how your perfect day would look like. Ask yourself: “What will I be doing to overcome the challenges that I'm likely to encounter?”Part 2: ProductivitySingle-Taskinglt is fallacious to believe that we can multitask. Our brains’ deliberate system can only handle one task at a time. How to single-task:Batch your
tasks into different types of work. Examples of batches include reading and researching and responding to emails and messageslIdentify uninterrupted blocks of timeDecide on the batch of tasks that fit into each block of timeHow to avoid distractions:Turn off alerts. Turn your wifi off if you have to avoid any alerts that will distract youRemove
temptation. Remove visual distractions from your viewpoint as they take away your working memoryRecord your stray thoughts. If stray thoughts keep coming up, record them on a piece of paper and free your working memoryBuild up your stamina. The more you focus your attention on something, the longer you are going to do it the next timeTime
yourself. Set a time that counts the minutes or hours that you spend on a single taskPlanning Deliberate DowntimeYour brain’s deliberate system needs regular breaks to keep it fully functional. When tired, we are more likely to make poorer decisions. You need to give your brain a chance to step back and consolidate the experience. Make your
decisions when the brain is freshest at peaks, not troughs.Plan for breaks between “zones” in your day. Refresh your mind after every ninety minutes. Research shows that ninety minutes as much as the brain can focus on a single task without being distracted. After completing new tasks, step back, and reflect on what you’ve learned.Overcoming
OverloadWhen you feel stress rising, take a deep breath and ask yourself: “Do I want to feel like this?”Outsource basic memory tasks to a recording device to free up space for real thinkingWhen faced with decision overload, look again at your to-do list and ask what is the most important thing that you need toFind the smallest step that you need to
move forward. This will reduce the mental resistance to getting things doneFind your comparative advantage and delegate other tasks to other peopleSay no and set your boundariesAutomate the small stuff like what to eat, what to wear, when to sleep, whether to answer your phone, and which tasks to prioritize. Doing this frees mental energy in
your brain’s deliberate systemBeating Procrastination“Most of the tasks we avoid are ones that promise long-term benefits—better relationships, career success, personal satisfaction—while requiring immediate effort from us.”To beat procrastination:Picture the benefits. Ask yourself what will be better if you get things donePlan a short term reward.
Reward yourself for achieving the goals that you setTie the first step to something that you like. Identify the first step that you need to take and link that to something that you are going to doAmplify the downside of inaction. Make precommitments to other people so that they can apply social pressureAsk the five whys. Ask yourself five why questions
to discover what is holding you backPart 3: RelationshipsThe quality of your relationships determines the extent of your happiness.Building Real RapportSet collaborative intentions by identifying what you would really like from a relationship. At the same time, check your negative expectations regarding other people.Get curious about the other
person and ask quality questions. Turn factual questions to open questions that invite them to share their thoughts and interests. Be open to other people. The more open you are, the more they are likely to share secrets with you.Create a sense of in-group. Look for shared goals, gripes, and interests with the other person. The other person’s brain is
likely to see you as a friend as opposed to a threat.Resolving TensionsHow to find common ground:Describe the other person’s point of view as if you really like it. Re-express the opinion of the other party in your own wordsIdentify all the things that you agree on. Find the areas that you agree on to build a sense of in-grouplIsolate and understand the
true disagreement. Dig deeper into the reasons that you differ. Often, you will find that there is something hiddenExplore how both of you would be correct. As yourself: “Is there a way that both of us could be right even partially?”What can you do now based on your common ground? Find an actionable plan based on the common groundSpread
positive contagion. Your mood affects the mood of other people around you. Therefore, decide on what mood you want to bring in a conversation.Assume “good person, bad circumstances”. People are often good but their circumstances can change how they come out.Acknowledge other people’s point of view by giving them speaking time and showing
empathy.Manage your own emotions by stepping back from volatile situations and reassessing what needs to be done.Bringing Out the Best of OthersBe an extreme listener and let the other person express themselves fully without interruption. Give autonomy to members of your team. Research shows that autonomy makes people better achievers.
GROW Model:Goal. See what the ideal situation looks likeReality. Describe the current situationOptions. Find the options for moving forwardWay forward. Find the first step and the help that will be needed to move forward3 ways to give brain-friendly feedback:“What I Like About That Is...” (give examples of what you like) + “What would make me
like it even more is...” (your suggestions)“Yes, and...,” to signal that you're adding your perspective alongside that suggestion rather than in conflict with it“What would need to be true to make that work (well)?”Part 4: ThinkingEinstellung Effect: Having a solution in mind makes it harder for us to see a better way of solving the same problem.To
change your brain’s perception of a problem, pose a question. Some of the questions that you can ask:What would be a totally different approach to this?What would be a great way of going about solving this?If I knew the answer, what would it be?If the solution knocked at the door what would it look like?Refresh and reboot by momentarily focusing
on another serious task. Try to see the problem that you are facing from a completely different angle.You can do this by explaining the issue to someone else, or mapping it out. Find an analogy to the problem that you are trying to solve.Making Wise DecisionsThe brain’s deliberate system likes to take shortcuts. Take note of when that is happening.
Signs of your brain taking shortcuts include when statements that with “It’s obviously right”, “It’s obviously wrong”, “let’s just stick with what we know”, “there is only one real option”.Cross-check your questions by:Playing the devil’s advocateMandating dissentNever say neverConducting a pre-mortem. Ask yourself: “If this goes wrong what will
have caused that?”Watch out for your own tiredness. When tired, take some time off and rejuvenate. When faced with a dilemma, ask yourself: “What could I do?” rather than “What should I do?”Boosting Your Brain Power“Our most important or interesting tasks often involve solving problems— something that can be an energizing experience when
we reach a good outcome. But when it’s not immediately obvious how to address an issue, it is easy to feel a little tense”To improve the quality of our thinking on tasks that matter, we can choose to operate in discovery mode rather than in the defensive mode. To get to discovery mode:Take stock of the most recent positive events. Recall the good
things that happened during the daylmagine the ideal outcome of the task or project. Ask yourself: “What steps can I take to make the ideal outcome real?”Draw an issue tree showing the different branches of the problem. Example of an issue tree: Harness your social brain by conceiving the problem as real people interacting. For example: When
trying to understand the relationship between two variables, think of them in terms of people exchanging information. Boost your brainpower by getting enough sleep and exercising.Part 5: InfluenceGetting Through FiltersGetting a message through to other people can be hard because other people’s automatic system gets in the way.“People aren’t
always being consciously closed-minded if they’'re not responding as you hope; it’s possible—even probable—that their brains are on autopilot.”Provide a reward or a dose of intrigue as you communicate. The human brain craves new things.Experiment with different mediums for your information. Use visuals, charts, and everything else that you can
think of to stimulate the mind. Present your information from a different vantage point.For example: tell your sales rep to see the product as customers would. Tips to make your communication fluent:Keep it as short as possible. Humans have limited processing capacityProvide signposts. Help people find their way through your information with clear
signposts and turning pointsUse sticky phrases. An example of a sticky phrase is no pain no gainGive concrete examples. The more you give concrete examples, the easier it is for people to get your idealnclude a visual image to illustrate your point. Images are easier to process than a long block of textDon’t automatically assume that other people are
going to know what you are talking about. Stop to check their perspective as you are talking.Making Things HappenWhen you want people to do something for you, give them a brief reason. It works like magic.Make it easier for people to choose by providing them with mental shortcuts. Ask yourself: “How can I make it easier for people to solve a
particular problem?”You can also nudge people by providing visual hints for the outcome that you want. To get people on board with what you want, paint a clear picture of the benefits.Don’t assume that people will automatically understand the benefits. You can use social proof to show that what you are asking works for others too.Let the others
contribute to the success. Being part of something is motivating. Ask for their views and assign them tasks.Conveying ConfidenceHow to build your confidence:Reframe your nerves as excitement. The same neurotransmitters that are responsible for fear are also responsible for excitement. Therefore you can see your nerves as readiness for the task at
handConnect to your values. When faced with a crisis of confidence, focus your attention on what matters the most to youTake your space. Stand tall, stretch yourself, and assert your presence for about five minutesScore more personal recognition. Keep track of your personal achievements and make sure that others are aware of them tooPart 6:
ResilienceKeeping a Cool HeadAffect Labeling: label the way that you feel to reduce negative emotion. Say: “I feel this way because of so and so.”. When you are worried about something, adopt a distant perspective:Talk to yourself. Identify the issue you are facing and try to reframe it in a positive wayTravel forward in time. Ask yourself: “What will I
think of this a month from now or a year from now?”Wear someone else’s shoes. Think of what someone else would say if they were describing the situation from a neutral perspectivelnhabit your best self. Think in terms of your best version and see the situation from that perspectiveAdvise a friend. What would you say to a friend in a similar
situation?When faced with a difficult problem, ask a rewarding question. For example: When you make a mistake ask “How fascinating. What can I learn from this terrible mistake?”Sometimes, we need to cut our losses and go. When a situation is not improving despite your best intentions, think of the future costs and benefits. When someone else
screws up, assume the best in them. Take time to access whether it was the individual or the circumstance that is to blame.EnergyFor a complete and happy day, you need to focus on your energy and reboot it when needed.Practice gratitude by recognizing the things that are great in your life. List at least three things daily that are great about your
life. Engage in random acts of kindness. Kindness is very rewarding and uplifting.Know thyself by identifying where the typical energy highs and lows occur. Plan for the triggers and events around the highs and lows.End your day on a high note. Smile and write down three things you are grateful for. “How we spend our days is, of course, how we
spend our lives.”Rating: 10/10Related Books: The Happiness Hypothesis, Stumbling on Happiness, The How of Happiness, Extreme ProductivityPrint | Ebook | Audiobook Get all my book summaries hereHow To Have a Good Day Short Summaryln How to Have a Good Day, Caroline Webb takes her extensive experience as a management consultant
and economist to illuminate insights from psychology and behavioral economics on the nature of our decision-making. She reveals that we can fine-tune our perceptions and decisions to optimize our happiness in everything that we do. A riveting and well-researched book with many practical tips on how to improve our well-being.Part 1: PrioritiesYour
priorities and assumptions determine your perceptions. Resetting your priorities can change the way you experience and approach the day.For example:Sad people are likely to see a hill as being steeper than it actually is. While happier people are more likely to see others in a positive light.The brain’s deliberate system—the one that’s responsible for
self-control and thinking—prioritizes what seems worthwhile and screens everything else out. While this is important, we can miss out on stuff in our environment.The secret is being more proactive in what our brains see as important every day. We can tweak our perceptions by being more deliberate in our perceptual filters.We can do this by looking
at things from three angles:Aim. Think about your aim as you meet people and as you work on your activities. Ask yourself: “What really matters?”Attitude. Take time to notice the concerns that are dominating your thoughts. Ask yourself: “Do they help me achieve my main goals?”Attention. Given your priorities, ask yourself: “Where should I focus my
attention?”Setting Great GoalsThere are two types of goals:Approach Goals: doing more of something goodAvoidance Goals: doing less of something badApproach goals are better than avoidance goals as they encourage higher performance. How to reframe your goals:“What positive outcome am I seeking? And what do I need to start doing, or do
more of, to get that ideal outcome?”Turn avoidance goals into approach goals. What good thing you’d need to do more of to achieve the same outcome?Find a personal WHY. Articulate your goals in a way that reminds you of something that you care about.We achieve more when our goals are focused and achievable. Set a series of small goals that are
within reach.Implementation Intentions (“When-Then” Plans): to make sure that you will achieve your goals, set a clear “what we’ll do and when we’ll do” i.e when X happens, then I will do Y When you have a goal in mind, write it down ASAP.Don’t waste your brain’s working memory. Create a brain-friendly to-do list. Remember that you have limited
working memory, so don’t try to remember so much at the same time.Reinforcing Your IntentionsSpend little time on the negatives.Mental Contrasting: finding and addressing obstacles that are likely to stand in the way of achieving your goals“To benefit from mental contrasting as you’re making your own plans for the day, ask yourself: What’s most
likely to get in the way of you succeeding in meeting your goals for today? What’s your “when-then” contingency plan to prevent that obstacle from getting in the way?”Use cues to remind yourself to stay on track. Find words or phrases that will remind you of your intentions.Take your time and visualize how your perfect day would look like. Ask
yourself: “What will I be doing to overcome the challenges that I'm likely to encounter?”Part 2: ProductivitySingle-Taskinglt is fallacious to believe that we can multitask. Our brains’ deliberate system can only handle one task at a time. How to single-task:Batch your tasks into different types of work. Examples of batches include reading and
researching and responding to emails and messagesldentify uninterrupted blocks of timeDecide on the batch of tasks that fit into each block of timeHow to avoid distractions:Turn off alerts. Turn your wifi off if you have to avoid any alerts that will distract youRemove temptation. Remove visual distractions from your viewpoint as they take away your
working memoryRecord your stray thoughts. If stray thoughts keep coming up, record them on a piece of paper and free your working memoryBuild up your stamina. The more you focus your attention on something, the longer you are going to do it the next timeTime yourself. Set a time that counts the minutes or hours that you spend on a single
taskPlanning Deliberate DowntimeYour brain’s deliberate system needs regular breaks to keep it fully functional. When tired, we are more likely to make poorer decisions. You need to give your brain a chance to step back and consolidate the experience. Make your decisions when the brain is freshest at peaks, not troughs.Plan for breaks between
“zones” in your day. Refresh your mind after every ninety minutes. Research shows that ninety minutes as much as the brain can focus on a single task without being distracted. After completing new tasks, step back, and reflect on what you’ve learned.Overcoming OverloadWhen you feel stress rising, take a deep breath and ask yourself: “Do I want
to feel like this?”Outsource basic memory tasks to a recording device to free up space for real thinkingWhen faced with decision overload, look again at your to-do list and ask what is the most important thing that you need toFind the smallest step that you need to move forward. This will reduce the mental resistance to getting things doneFind your
comparative advantage and delegate other tasks to other peopleSay no and set your boundariesAutomate the small stuff like what to eat, what to wear, when to sleep, whether to answer your phone, and which tasks to prioritize. Doing this frees mental energy in your brain’s deliberate systemBeating Procrastination“Most of the tasks we avoid are
ones that promise long-term benefits—better relationships, career success, personal satisfaction—while requiring immediate effort from us.”To beat procrastination:Picture the benefits. Ask yourself what will be better if you get things donePlan a short term reward. Reward yourself for achieving the goals that you setTie the first step to something
that you like. Identify the first step that you need to take and link that to something that you are going to doAmplify the downside of inaction. Make precommitments to other people so that they can apply social pressureAsk the five whys. Ask yourself five why questions to discover what is holding you backPart 3: RelationshipsThe quality of your
relationships determines the extent of your happiness.Building Real RapportSet collaborative intentions by identifying what you would really like from a relationship. At the same time, check your negative expectations regarding other people.Get curious about the other person and ask quality questions. Turn factual questions to open questions that
invite them to share their thoughts and interests. Be open to other people. The more open you are, the more they are likely to share secrets with you.Create a sense of in-group. Look for shared goals, gripes, and interests with the other person. The other person’s brain is likely to see you as a friend as opposed to a threat.Resolving TensionsHow to
find common ground:Describe the other person’s point of view as if you really like it. Re-express the opinion of the other party in your own wordsldentify all the things that you agree on. Find the areas that you agree on to build a sense of in-grouplsolate and understand the true disagreement. Dig deeper into the reasons that you differ. Often, you
will find that there is something hiddenExplore how both of you would be correct. As yourself: “Is there a way that both of us could be right even partially?”What can you do now based on your common ground? Find an actionable plan based on the common groundSpread positive contagion. Your mood affects the mood of other people around you.
Therefore, decide on what mood you want to bring in a conversation.Assume “good person, bad circumstances”. People are often good but their circumstances can change how they come out.Acknowledge other people’s point of view by giving them speaking time and showing empathy.Manage your own emotions by stepping back from volatile
situations and reassessing what needs to be done.Bringing Out the Best of OthersBe an extreme listener and let the other person express themselves fully without interruption. Give autonomy to members of your team. Research shows that autonomy makes people better achievers. GROW Model:Goal. See what the ideal situation looks likeReality.
Describe the current situationOptions. Find the options for moving forwardWay forward. Find the first step and the help that will be needed to move forward3 ways to give brain-friendly feedback:“What I Like About That Is...” (give examples of what you like) + “What would make me like it even more is...” (your suggestions)“Yes, and...,” to signal that
you're adding your perspective alongside that suggestion rather than in conflict with it“What would need to be true to make that work (well)?”Part 4: ThinkingEinstellung Effect: Having a solution in mind makes it harder for us to see a better way of solving the same problem.To change your brain’s perception of a problem, pose a question. Some of
the questions that you can ask:What would be a totally different approach to this?What would be a great way of going about solving this?If I knew the answer, what would it be?If the solution knocked at the door what would it look like?Refresh and reboot by momentarily focusing on another serious task. Try to see the problem that you are facing from
a completely different angle.You can do this by explaining the issue to someone else, or mapping it out. Find an analogy to the problem that you are trying to solve.Making Wise DecisionsThe brain’s deliberate system likes to take shortcuts. Take note of when that is happening. Signs of your brain taking shortcuts include when statements that with
“It’s obviously right”, “It’s obviously wrong”, “let’s just stick with what we know”, “there is only one real option”.Cross-check your questions by:Playing the devil’s advocateMandating dissentNever say neverConducting a pre-mortem. Ask yourself: “If this goes wrong what will have caused that?”Watch out for your own tiredness. When tired, take
some time off and rejuvenate. When faced with a dilemma, ask yourself: “What could I do?” rather than “What should I do?”Boosting Your Brain Power“Our most important or interesting tasks often involve solving problems— something that can be an energizing experience when we reach a good outcome. But when it’s not immediately obvious how to
address an issue, it is easy to feel a little tense”To improve the quality of our thinking on tasks that matter, we can choose to operate in discovery mode rather than in the defensive mode. To get to discovery mode:Take stock of the most recent positive events. Recall the good things that happened during the dayImagine the ideal outcome of the task
or project. Ask yourself: “What steps can I take to make the ideal outcome real?”Draw an issue tree showing the different branches of the problem. Example of an issue tree: Harness your social brain by conceiving the problem as real people interacting. For example: When trying to understand the relationship between two variables, think of them in
terms of people exchanging information. Boost your brainpower by getting enough sleep and exercising.Part 5: InfluenceGetting Through FiltersGetting a message through to other people can be hard because other people’s automatic system gets in the way.“People aren’t always being consciously closed-minded if they’re not responding as you hope;
it’s possible—even probable—that their brains are on autopilot.”Provide a reward or a dose of intrigue as you communicate. The human brain craves new things.Experiment with different mediums for your information. Use visuals, charts, and everything else that you can think of to stimulate the mind. Present your information from a different vantage
point.For example: tell your sales rep to see the product as customers would. Tips to make your communication fluent:Keep it as short as possible. Humans have limited processing capacityProvide signposts. Help people find their way through your information with clear signposts and turning pointsUse sticky phrases. An example of a sticky phrase is
no pain no gainGive concrete examples. The more you give concrete examples, the easier it is for people to get your idealnclude a visual image to illustrate your point. Images are easier to process than a long block of textDon’t automatically assume that other people are going to know what you are talking about. Stop to check their perspective as you
are talking.Making Things HappenWhen you want people to do something for you, give them a brief reason. It works like magic.Make it easier for people to choose by providing them with mental shortcuts. Ask yourself: “How can I make it easier for people to solve a particular problem?”You can also nudge people by providing visual hints for the
outcome that you want. To get people on board with what you want, paint a clear picture of the benefits.Don’t assume that people will automatically understand the benefits. You can use social proof to show that what you are asking works for others too.Let the others contribute to the success. Being part of something is motivating. Ask for their views
and assign them tasks.Conveying ConfidenceHow to build your confidence:Reframe your nerves as excitement. The same neurotransmitters that are responsible for fear are also responsible for excitement. Therefore you can see your nerves as readiness for the task at handConnect to your values. When faced with a crisis of confidence, focus your
attention on what matters the most to youTake your space. Stand tall, stretch yourself, and assert your presence for about five minutesScore more personal recognition. Keep track of your personal achievements and make sure that others are aware of them tooPart 6: ResilienceKeeping a Cool HeadAffect Labeling: label the way that you feel to reduce
negative emotion. Say: “I feel this way because of so and so.”. When you are worried about something, adopt a distant perspective:Talk to yourself. Identify the issue you are facing and try to reframe it in a positive wayTravel forward in time. Ask yourself: “What will I think of this a month from now or a year from now?”Wear someone else’s shoes.
Think of what someone else would say if they were describing the situation from a neutral perspectivelnhabit your best self. Think in terms of your best version and see the situation from that perspectiveAdvise a friend. What would you say to a friend in a similar situation?When faced with a difficult problem, ask a rewarding question. For example:
When you make a mistake ask “How fascinating. What can I learn from this terrible mistake?”Sometimes, we need to cut our losses and go. When a situation is not improving despite your best intentions, think of the future costs and benefits.When someone else screws up, assume the best in them. Take time to access whether it was the individual or
the circumstance that is to blame.EnergyFor a complete and happy day, you need to focus on your energy and reboot it when needed.Practice gratitude by recognizing the things that are great in your life. List at least three things daily that are great about your life. Engage in random acts of kindness. Kindness is very rewarding and uplifting.Know
thyself by identifying where the typical energy highs and lows occur. Plan for the triggers and events around the highs and lows.End your day on a high note. Smile and write down three things you are grateful for. “How we spend our days is, of course, how we spend our lives.”Rating: 10/10Related Books: The Happiness Hypothesis, Stumbling on
Happiness, The How of Happiness, Extreme ProductivityPrint | Ebook | Audiobook Get all my book summaries hereHow To Have a Good Day Short SummaryIn How to Have a Good Day, Caroline Webb takes her extensive experience as a management consultant and economist to illuminate insights from psychology and behavioral economics on the
nature of our decision-making. She reveals that we can fine-tune our perceptions and decisions to optimize our happiness in everything that we do. A riveting and well-researched book with many practical tips on how to improve our well-being.Part 1: PrioritiesYour priorities and assumptions determine your perceptions. Resetting your priorities can
change the way you experience and approach the day.For example:Sad people are likely to see a hill as being steeper than it actually is. While happier people are more likely to see others in a positive light.The brain’s deliberate system—the one that’s responsible for self-control and thinking—prioritizes what seems worthwhile and screens everything
else out. While this is important, we can miss out on stuff in our environment.The secret is being more proactive in what our brains see as important every day. We can tweak our perceptions by being more deliberate in our perceptual filters.We can do this by looking at things from three angles:Aim. Think about your aim as you meet people and as
you work on your activities. Ask yourself: “What really matters?”Attitude. Take time to notice the concerns that are dominating your thoughts. Ask yourself: “Do they help me achieve my main goals?”Attention. Given your priorities, ask yourself: “Where should I focus my attention?”Setting Great GoalsThere are two types of goals:Approach Goals:
doing more of something goodAvoidance Goals: doing less of something badApproach goals are better than avoidance goals as they encourage higher performance. How to reframe your goals:“What positive outcome am I seeking? And what do I need to start doing, or do more of, to get that ideal outcome?”Turn avoidance goals into approach goals.
What good thing you’d need to do more of to achieve the same outcome?Find a personal WHY. Articulate your goals in a way that reminds you of something that you care about.We achieve more when our goals are focused and achievable. Set a series of small goals that are within reach.Implementation Intentions (“When-Then” Plans): to make sure
that you will achieve your goals, set a clear “what we’ll do and when we’ll do” i.e when X happens, then I will do Y When you have a goal in mind, write it down ASAP.Don’t waste your brain’s working memory. Create a brain-friendly to-do list. Remember that you have limited working memory, so don’t try to remember so much at the same
time.Reinforcing Your IntentionsSpend little time on the negatives.Mental Contrasting: finding and addressing obstacles that are likely to stand in the way of achieving your goals“To benefit from mental contrasting as you’re making your own plans for the day, ask yourself: What’s most likely to get in the way of you succeeding in meeting your goals
for today? What’s your “when-then” contingency plan to prevent that obstacle from getting in the way?”Use cues to remind yourself to stay on track. Find words or phrases that will remind you of your intentions.Take your time and visualize how your perfect day would look like. Ask yourself: “What will I be doing to overcome the challenges that I'm
likely to encounter?”Part 2: ProductivitySingle-Taskinglt is fallacious to believe that we can multitask. Our brains’ deliberate system can only handle one task at a time. How to single-task:Batch your tasks into different types of work. Examples of batches include reading and researching and responding to emails and messagesldentify uninterrupted
blocks of timeDecide on the batch of tasks that fit into each block of timeHow to avoid distractions:Turn off alerts. Turn your wifi off if you have to avoid any alerts that will distract youRemove temptation. Remove visual distractions from your viewpoint as they take away your working memoryRecord your stray thoughts. If stray thoughts keep coming
up, record them on a piece of paper and free your working memoryBuild up your stamina. The more you focus your attention on something, the longer you are going to do it the next timeTime yourself. Set a time that counts the minutes or hours that you spend on a single taskPlanning Deliberate DowntimeYour brain’s deliberate system needs regular
breaks to keep it fully functional. When tired, we are more likely to make poorer decisions. You need to give your brain a chance to step back and consolidate the experience. Make your decisions when the brain is freshest at peaks, not troughs.Plan for breaks between “zones” in your day. Refresh your mind after every ninety minutes. Research shows
that ninety minutes as much as the brain can focus on a single task without being distracted. After completing new tasks, step back, and reflect on what you’ve learned.Overcoming OverloadWhen you feel stress rising, take a deep breath and ask yourself: “Do I want to feel like this?”Outsource basic memory tasks to a recording device to free up space
for real thinkingWhen faced with decision overload, look again at your to-do list and ask what is the most important thing that you need toFind the smallest step that you need to move forward. This will reduce the mental resistance to getting things doneFind your comparative advantage and delegate other tasks to other peopleSay no and set your
boundariesAutomate the small stuff like what to eat, what to wear, when to sleep, whether to answer your phone, and which tasks to prioritize. Doing this frees mental energy in your brain’s deliberate systemBeating Procrastination“Most of the tasks we avoid are ones that promise long-term benefits—better relationships, career success, personal
satisfaction—while requiring immediate effort from us.”To beat procrastination:Picture the benefits. Ask yourself what will be better if you get things donePlan a short term reward. Reward yourself for achieving the goals that you setTie the first step to something that you like. Identify the first step that you need to take and link that to something that
you are going to doAmplify the downside of inaction. Make precommitments to other people so that they can apply social pressureAsk the five whys. Ask yourself five why questions to discover what is holding you backPart 3: RelationshipsThe quality of your relationships determines the extent of your happiness.Building Real RapportSet collaborative
intentions by identifying what you would really like from a relationship. At the same time, check your negative expectations regarding other people.Get curious about the other person and ask quality questions. Turn factual questions to open questions that invite them to share their thoughts and interests. Be open to other people. The more open you
are, the more they are likely to share secrets with you.Create a sense of in-group. Look for shared goals, gripes, and interests with the other person. The other person’s brain is likely to see you as a friend as opposed to a threat.Resolving TensionsHow to find common ground:Describe the other person’s point of view as if you really like it. Re-express
the opinion of the other party in your own wordsldentify all the things that you agree on. Find the areas that you agree on to build a sense of in-grouplsolate and understand the true disagreement. Dig deeper into the reasons that you differ. Often, you will find that there is something hiddenExplore how both of you would be correct. As yourself: “Is
there a way that both of us could be right even partially?”What can you do now based on your common ground? Find an actionable plan based on the common groundSpread positive contagion. Your mood affects the mood of other people around you. Therefore, decide on what mood you want to bring in a conversation.Assume “good person, bad
circumstances”. People are often good but their circumstances can change how they come out.Acknowledge other people’s point of view by giving them speaking time and showing empathy.Manage your own emotions by stepping back from volatile situations and reassessing what needs to be done.Bringing Out the Best of OthersBe an extreme
listener and let the other person express themselves fully without interruption. Give autonomy to members of your team. Research shows that autonomy makes people better achievers. GROW Model:Goal. See what the ideal situation looks likeReality. Describe the current situationOptions. Find the options for moving forwardWay forward. Find the
first step and the help that will be needed to move forward3 ways to give brain-friendly feedback:“What I Like About That Is...” (give examples of what you like) + “What would make me like it even more is...” (your suggestions)“Yes, and...,” to signal that you're adding your perspective alongside that suggestion rather than in conflict with it“What
would need to be true to make that work (well)?”Part 4: ThinkingEinstellung Effect: Having a solution in mind makes it harder for us to see a better way of solving the same problem.To change your brain’s perception of a problem, pose a question. Some of the questions that you can ask:What would be a totally different approach to this?What would
be a great way of going about solving this?If I knew the answer, what would it be?If the solution knocked at the door what would it look like?Refresh and reboot by momentarily focusing on another serious task. Try to see the problem that you are facing from a completely different angle.You can do this by explaining the issue to someone else, or
mapping it out. Find an analogy to the problem that you are trying to solve.Making Wise DecisionsThe brain’s deliberate system likes to take shortcuts. Take note of when that is happening. Signs of your brain taking shortcuts include when statements that with “It’s obviously right”, “It’s obviously wrong”, “let’s just stick with what we know”, “there is
only one real option”.Cross-check your questions by:Playing the devil’s advocateMandating dissentNever say neverConducting a pre-mortem. Ask yourself: “If this goes wrong what will have caused that?”Watch out for your own tiredness. When tired, take some time off and rejuvenate. When faced with a dilemma, ask yourself: “What could I do?”
rather than “What should I do?”Boosting Your Brain Power“Our most important or interesting tasks often involve solving problems— something that can be an energizing experience when we reach a good outcome. But when it’s not immediately obvious how to address an issue, it is easy to feel a little tense”To improve the quality of our thinking on
tasks that matter, we can choose to operate in discovery mode rather than in the defensive mode. To get to discovery mode:Take stock of the most recent positive events. Recall the good things that happened during the daylmagine the ideal outcome of the task or project. Ask yourself: “What steps can I take to make the ideal outcome real?”Draw an
issue tree showing the different branches of the problem. Example of an issue tree: Harness your social brain by conceiving the problem as real people interacting. For example: When trying to understand the relationship between two variables, think of them in terms of people exchanging information. Boost your brainpower by getting enough sleep
and exercising.Part 5: InfluenceGetting Through FiltersGetting a message through to other people can be hard because other people’s automatic system gets in the way.“People aren’t always being consciously closed-minded if they’re not responding as you hope; it’s possible—even probable—that their brains are on autopilot.”Provide a reward or a
dose of intrigue as you communicate. The human brain craves new things.Experiment with different mediums for your information. Use visuals, charts, and everything else that you can think of to stimulate the mind. Present your information from a different vantage point.For example: tell your sales rep to see the product as customers would. Tips to
make your communication fluent:Keep it as short as possible. Humans have limited processing capacityProvide signposts. Help people find their way through your information with clear signposts and turning pointsUse sticky phrases. An example of a sticky phrase is no pain no gainGive concrete examples. The more you give concrete examples, the
easier it is for people to get your idealnclude a visual image to illustrate your point. Images are easier to process than a long block of textDon’t automatically assume that other people are going to know what you are talking about. Stop to check their perspective as you are talking.Making Things HappenWhen you want people to do something for you,
give them a brief reason. It works like magic.Make it easier for people to choose by providing them with mental shortcuts. Ask yourself: “How can I make it easier for people to solve a particular problem?”You can also nudge people by providing visual hints for the outcome that you want. To get people on board with what you want, paint a clear
picture of the benefits.Don’t assume that people will automatically understand the benefits. You can use social proof to show that what you are asking works for others too.Let the others contribute to the success. Being part of something is motivating. Ask for their views and assign them tasks.Conveying ConfidenceHow to build your
confidence:Reframe your nerves as excitement. The same neurotransmitters that are responsible for fear are also responsible for excitement. Therefore you can see your nerves as readiness for the task at handConnect to your values. When faced with a crisis of confidence, focus your attention on what matters the most to youTake your space. Stand
tall, stretch yourself, and assert your presence for about five minutesScore more personal recognition. Keep track of your personal achievements and make sure that others are aware of them tooPart 6: ResilienceKeeping a Cool HeadAffect Labeling: label the way that you feel to reduce negative emotion. Say: “I feel this way because of so and so.”.
When you are worried about something, adopt a distant perspective:Talk to yourself. Identify the issue you are facing and try to reframe it in a positive wayTravel forward in time. Ask yourself: “What will I think of this a month from now or a year from now?”Wear someone else’s shoes. Think of what someone else would say if they were describing the
situation from a neutral perspectivelnhabit your best self. Think in terms of your best version and see the situation from that perspectiveAdvise a friend. What would you say to a friend in a similar situation?When faced with a difficult problem, ask a rewarding question. For example: When you make a mistake ask “How fascinating. What can I learn
from this terrible mistake?”Sometimes, we need to cut our losses and go. When a situation is not improving despite your best intentions, think of the future costs and benefits. When someone else screws up, assume the best in them. Take time to access whether it was the individual or the circumstance that is to blame.EnergyFor a complete and happy
day, you need to focus on your energy and reboot it when needed.Practice gratitude by recognizing the things that are great in your life. List at least three things daily that are great about your life. Engage in random acts of kindness. Kindness is very rewarding and uplifting.Know thyself by identifying where the typical energy highs and lows occur.
Plan for the triggers and events around the highs and lows.End your day on a high note. Smile and write down three things you are grateful for. Is Headway the right choice for you? Take the quiz and discover!Start the quizSummary of How to Have a Good DayAbout the authorWhat is How to Have a Good Day about?Who should read How to Have a
Good DayTopics in How to Have a Good Dayfirst key pointListen the first key pointThe Behavioral Sciences have made some landmark achievements that can help us improve the quality of life we live. Three major benefits stand out. First, our priorities and assumptions determine our perception to a great degree. Second, when we set the right kind of
goals, our performance improves, and we get the spinoff of feeling good. And third, what you picture in your mind can shape your real-life experience.Everyone sees the world through certain filters. Our perception is dependent upon our priorities and assumptions. When we pay attention to the careful selection of our priorities, we can control what
penetrates our filters.Annie Dillard says “How we spend our days is of course, how we spend our lives.” We’ve all had good days and bad days. There are things that make a good day and a bad day. We are always either in a defensive mode or a discovery mode. In discovery mode, we have clarity and seek opportunities to advance our goals. In
defensive mode, we live in reaction to other people’s demands and we feel overwhelmed. Each day we have a choice. We can either allow events and circumstances to dictate our lives or we can choose to be intentional and proactive in the way we spend each day.When a situation feels out of our control, our brain and adrenal glands react by pushing
much higher levels of adrenaline into our system. This flood of chemicals turns our system from a state of readiness into something edgier. This edgy state can feel exciting at first but it quickly erodes our thinking and our decisions and ultimately, our day. To reduce our time in the defensive mode and spend most of our time in the discovery mode, we
need to track waking time, daytime and nighttime. Break your day into these three components.If we simply let the day happen to us, we miss a big opportunity. We need to be intentional in the way we spend our waking time. The brain is always sifting through a large amount of information and giving us a subjective reality. With a few minutes of
mental preparation and a quick check of our assumptions and priorities, we can shift the way we experience the day, making it more productive and enjoyable.There is a three-part system for setting intentions — aims, attitude, and attention.Aim to identify the most important activities of the day. What are the actions you want to take, the interactions
you want to have, and the work you want to do? Then identify what really matters most to make the day a successful one. Find one or two clear outcomes that those activities lead to. Take these outcomes and set aside an uninterrupted block of time during the day to devote to this work.Next, you need to adjust your attitude. Most people approach the
day using rose-colored glasses. It is better to use a method known as mental contrasting to adjust your attitude and increase the odds of having a successful day.US Navy Admiral, James Stockdale, spent 8 years in a Vietnamese POW Camp. On reflecting on the prisoners who cracked under pressure, he said: “You must never confuse faith that you will
prevail at the end which you can never afford to lose with the discipline to confront the most brutal facts of your current reality.” There are over 20 years of research to prove that people are far more likely to achieve their goals if they think hard about both the outcomes they want and the obstacles they’re facing and plan for both. A great way to
leverage mental contrasting is to come up with a when-then plan. When working on an important task and you get interrupted by someone who has an urgent request to ask of you. You can respond with a positive note that acknowledges the person’s request. Then, explain how what you are working on has a higher priority than what they are asking
of you. Politely decline the request and if possible, offer to help them in another way such as directing them to someone you think might be able to help.Prime your attention with images and words. This priming helps the brain to make associations with similar images or words. If we prime words or images of our goals or our intentions throughout the
day, we are more likely to make associations to that goal. It will help us find more opportunities to advance the goal and to discover creative solutions to problems that our subconscious mind is able to associate due to this priming effect.A group of researchers at Harvard Business School evaluated the daily work patterns of over 9000 people who
were working on projects that required creativity and innovation. The likelihood of creativity was higher when people were able to focus on one task for a period of uninterrupted time. People who had interruptions experienced limitations in their level of creativitysecond key pointOnce you’ve set your intentions, established motivating goals, and
taken steps to reinforce those intentions, how do you best organize your time and effort to achieve your aims? How can you fit it all into the hours you have, so that at the end of the day you can look back with satisfaction?Continue reading with Headway appContinue readingFull summary is waiting for you in the applIn this insightful guide, Caroline
Webb shares practical strategies to transform your workdays into fulfilling and productive experiences. Drawing from behavioral science, psychology, and neuroscience, she offers valuable techniques to enhance decision-making, manage time effectively, and improve communication skills. With Webb's expert advice, readers will learn how to optimize
their work environment, reduce stress, and ultimately lead happier and more successful lives.Professionals seeking to improve their work-life balance and productivity.Individuals looking to enhance their overall well-being and happiness.Anyone interested in practical strategies for a more fulfilling life.Grasp the book’s key ideas in less than 15
minutesGet startedLet’s check how many titles you can finish in a month with Headway! Tell us how much time you’d like to spend on reading:60K5 reviews on App Store and Google PlayEverything you need to be motivate, to learn & to self improves is all here. I actually do appreciate the reminders because otherwise this wouldn’t work for me.
Thank youHeadway is the answer! No longer accumulating books I never read. With Headway, I initially chose the areas important to me such as productivity, time management, etc., and each day I'm provided several book summaries from which I devote 20 minutes or more each day reading. All of this on my phone! My life has improved with
Headway. Truly my most useful app.The selections are on point and the summaries are excellent! I listen while I walk my pup and have in turn, ordered a few selections! REALLY loving the app, it’s layout, daily selections and features!I've gotten multiple books out of the library with the intent to read them, but always have a hard time finding the
time. This app has helped me finally be able to get to them. Summarized, yes, and thank goodness too! Just short enough I can finish one on my way picking kids up from school/practice, or while I'm cooking dinner. I can't wait to listen to them over the summer when we visit the beach!The app it’s so easy to use. I use it while driving or cooking and is
great. I love the fact that the chapters are short, so you can finish them quickly. Very knowledgeable.The best app for self development.It helps to keep pace with your reading and also suggests the kind of reading material you might like.It is fun as you can switch from reading to listening and vice-versa as per your convenience .Just get started and
partake of the treasure of knowledge at your fingertips .I feel lucky to have spotted the app.It has helped me become self-disciplined and much better informed.The audio track is excellent.Asking the right questions brings you closer to achieving your goalsSure, we will gladly give you access to our app for a certain period if you are interested in
purchasing a corporate subscription for your team. Please fill out the form on the website or email partners@makeheadway.com. We will get back to you soon.Sure, we will gladly give you access to our app for a certain period if you are interested in purchasing a corporate subscription for your team. Please fill out the form on the website or email
partners@makeheadway.com. We will get back to you soon.Sure, we will gladly give you access to our app for a certain period if you are interested in purchasing a corporate subscription for your team. Please fill out the form on the website or email partners@makeheadway.com. We will get back to you soon.Do you find yourself staring at your
computer for long minutes, unaware of time slipping by? Do you enter a room and suddenly cannot remember why you stepped in the first place? Is it a herculean task for you to sit through ten pages of a book without reaching for your phone? If yes, your focus needs some work and fast.Actually, yours is not a unique situation. Many adults like you
have issues concentrating on a given task. However, in this fast-paced world of ours, you can’t afford to be not focused at all times. Thankfully, this article comes to your rescue! With the tips and tricks from Hyperfocus by Chris Bailey, you will get in the top percent of folks who have mastered the art of concentration.Do you find yourself staring at
your computer for long minutes, unaware of time slipping by? Do you enter a room and suddenly cannot remember why you stepped in the first place? Is it a herculean task for you to sit through ten pages of a book without reaching for your phone? If yes, your focus needs some work and fast.Actually, yours is not a unique situation. Many adults like
you have issues concentrating on a given task. However, in this fast-paced world of ours, you can’t afford to be not focused at all times. Thankfully, this article comes to your rescue! With the tips and tricks from Hyperfocus by Chris Bailey, you will get in the top percent of folks who have mastered the art of concentration.



