
The success of critical projects and programmes requires the skill, energy and focus of 
every team member. Research shows that when just one or two team members make even small 
fumbles (miss deadlines, work on the wrong priorities or forget tasks), team productivity is cut by an 
average of 24%. On the other hand, teams that have a shared process for managing workflow foster 
trust, engagement and efficient execution.

3 ORGANISE
Organise your commitments in a trusted system – an 
'external brain'.

4 REFLECT AND ENGAGE
Consider existing commitments before you make new 
ones, or say no with integrity.

5 RENEW THROUGH REVIEW
Get clear on your highest priorities and stay engaged 
with them through regular reviews.

Productivity pays
Crucial Learning research shows that a majority of 
your workforce (60.6%) rarely does an hour or two 
of deep, focused work each day without distraction. 
On the other hand, those who use the GTD skills 
are empowered to eliminate distractions and capture, 
clarify and organise incoming requests in a way that 
enables them to focus on the projects and people that 
are most important.

Personal productivity 
equals team power

The GTD® skillset
Getting Things Done (GTD) teaches skills to help 
individuals improve focus and productivity and teams 
to foster trust and efficiency. When used consistently 
and collectively, they create a 'way of working' that 
help teams produce better results. The very basic 
process summary for GTD includes:

1 CAPTURE
Capture every commitment you make, whether to 
yourself or others.

2 CLARIFY
Identify the very next action you must take to move 
your commitments towards completion.

Research feedback:
-	 EFFICIENCY
	 Nine out of 10 GTD® graduates report 

permanently changing a time-management 
behaviour.

-	 PERFORMANCE
	 Qualtrics, a leader in customer experience, 

trained new employees in GTD.  One hundred 
percent of training graduates reported 
improvement in their ability to meet deadlines 
and deliver on commitments.

-	 QUALITY
	 Eight out of 10 training graduates at 

MasterControl, a software solutions company, 
said GTD helped them better process their 
email inbox and that led to a positive trend in 
customer feedback.

-	 ENGAGEMENT
	 The CEO of Menlo Innovations reports 

that GTD not only generated results, but 
also reduced stress and increased joy in the 
workplace.

-	 EXECUTION
	 Crucial Learning research shows that people 

who use the GTD skills are 55 times less likely 
to say they start projects that never get finished 
and 18 times less likely to say they often feel 
overwhelmed. 

At The Human Edge, we offer Getting Things Done 
(GTD), a programme designed to assist organisations 
to use the power of personal productivity in a way 
that brings power to the full team and that makes a 
difference to the bottom line.
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If you want to learn more about enhancing productivity in your 

business through all your people, visit our website at humanedge.co.za, 

or email us at hello@humanedge.co.za.

"Your ability to generate power 
is directly proportional to your 
ability to relax."
– David Allen, Author of Getting 
Things Done
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