
How To Use Your Brain Executive Skills To
Keep Up, Stay Calm, And Get Organized

The human brain is an incredible organ that possesses various executive skills
necessary for mental control and cognitive functions. These skills help us
maintain focus, make decisions, plan, organize, regulate emotions, and achieve
goals effectively. As life becomes increasingly hectic, it's important to understand
how to harness these executive skills to keep up, stay calm, and get organized.

1. Prioritize and Set Goals
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One of the fundamental executive skills is prioritizing tasks and setting clear
goals. Start by identifying the most important tasks or objectives that need to be
accomplished. Break them down into manageable steps and set realistic
deadlines. By doing so, you create a roadmap that helps you stay focused and
organized.
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2. Develop Time Management Strategies

Effective time management is crucial for utilizing your brain's executive skills
efficiently. Prioritize tasks, allocate specific time slots for different activities, and
minimize distractions. Utilize tools like calendars, to-do lists, or productivity apps
to help you stay on track and manage your time effectively.

3. Practice Stress Management Techniques

Stress can hinder your ability to think clearly and organize your thoughts. Engage
in activities that help reduce stress, such as meditation, deep breathing

FREE

http://dl.neutronbyte.com/pdf-file/Wa18oYTP/e/wjkK/OPMw/WAZPa/The-Smart-but-Scattered-Guide-to-Success-How-to-Use-Your-Brains-Executive-Skills-to-Keep-Up-Stay-Calm-and-Get-Organized-at-Work-and-at-Home.pdf
http://dl.neutronbyte.com/pdf-file/Wa18oYTP/e/wjkK/OPMw/WAZPa/The-Smart-but-Scattered-Guide-to-Success-How-to-Use-Your-Brains-Executive-Skills-to-Keep-Up-Stay-Calm-and-Get-Organized-at-Work-and-at-Home.pdf
http://dl.neutronbyte.com/pdf-file/Wa18oYTP/e/wjkK/OPMw/WAZPa/The-Smart-but-Scattered-Guide-to-Success-How-to-Use-Your-Brains-Executive-Skills-to-Keep-Up-Stay-Calm-and-Get-Organized-at-Work-and-at-Home.pdf


exercises, or physical exercise. These techniques promote relaxation, reduce
anxiety, and improve overall mental well-being, enabling you to stay calm and
collected.

4. Improve Decision-Making Skills

Enhancing your decision-making skills is essential for staying organized and
maintaining control over your life. Analyze the available options, weigh the pros
and cons, consider the long-term consequences, and trust your instincts. By
making well-informed decisions, you avoid unnecessary confusion and chaos in
your daily routine.

5. Develop Effective Organizational Systems

Being organized is key to managing multiple tasks and responsibilities efficiently.
Establish practical organizational systems, such as categorizing files and
documents, using digital tools for note-taking and scheduling, and decluttering
your physical and digital spaces on a regular basis. An organized environment
promotes clarity, reduces distractions, and enhances productivity.

6. Enhance Cognitive Flexibility

Cognitive flexibility refers to the ability to adapt your thinking and adjust to new
situations or perspectives. Develop this skill by exposing yourself to diverse
experiences, engaging in creative activities, and embracing different ideas.
Cognitive flexibility allows you to approach challenges from multiple angles and
find innovative solutions.

7. Practice Mindfulness

Mindfulness involves being fully present in the current moment and non-
judgmentally observing your thoughts and feelings. Engaging in mindfulness



exercises and practices, such as meditation or journaling, helps reduce mental
clutter, increases self-awareness, and strengthens your executive skills.

8. Seek Support and Delegate

Recognize your limitations and seek support when necessary. Delegate tasks
that can be handled by others, either at work or in personal life, enabling you to
focus on more critical responsibilities. Collaborating with others not only lightens
your load but also encourages synergy and enhances productivity.

9. Engage in Continuous Learning

The brain's executive skills can be further honed through continuous learning and
personal development. Stay curious, explore new subjects, and engage in
activities that challenge your thinking. Read books, attend seminars, take online
courses, or join discussion groups to expand your knowledge and enhance your
cognitive abilities.

10. Practice Self-Care

Taking care of yourself is essential for maintaining optimal brain function and
executive skills. Get enough sleep, eat a balanced diet, and engage in activities
that bring you joy and relaxation. When your mind and body are well-nourished,
you can approach tasks with a clear and focused mindset.

Incorporate these strategies into your daily life and witness the positive impact on
your ability to keep up, stay calm, and get organized. By leveraging your brain's
executive skills effectively, you can achieve greater productivity, reduced stress
levels, and an overall sense of control over your life.
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Are you smart, scattered, and struggling? You're not alone. Cutting-edge
research shows that today's 24/7 wired world and the growing demands of work
and family life may simply max out the part of the brain that manages complex
tasks. That's especially true for those lacking strong executive skills--the core
brain-based abilities needed to maintain focus, meet deadlines, and stay cool
under pressure. In this essential guide, leading experts Peg Dawson and Richard
Guare help you map your own executive skills profile and take effective steps to
boost your organizational skills, time management, emotional control, and nine
other essential capacities. The book is packed with science-based strategies and
concrete examples, plus downloadable practical tools for creating your own
personalized action plan. Whether on the job or at home, you can get more done
with less stress.

See also the authors' Smart but Scattered parenting guides, plus an academic
planner for students and related titles for professionals. 
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