FIELD GUIDE

MANAGING FOCUS, ENERGY,
AND TIME REMOTELY
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WHAT THIS FIELD GUIDE IS FOR

Remote work does not fail because people lack discipline.
It fails because people ignore how focus and energy
actually work over time.

This practice focuses on managing capacity, not just time.

Why This Practice Matters in Client Work

Clients don’t experience your internal exhaustion.
They experience late responses, uneven quality, and dropped balls.

Poor energy management leads to:
* Inconsistent availability
» Rushed work late in the day
» Delayed communication
e Burnout masked as “being busy”

Professional VAs manage sustainability, not just output.

Core Principles

Focus is finite and must be protected

Energy fluctuates predictably

Time blocking is useless without energy awareness
Consistency matters more than peak performance



Common Failure Patterns

Scheduling demanding work back-to-back
Treating all hours as equal

e Overcommitting early in the day

Using willpower instead of structure
Confusing urgency with importance

Practical Approaches That Actually Work

Identify high-focus vs low-focus work

Schedule demanding tasks during peak energy windows
Group low-effort tasks together

Build recovery time intentionally

Stop equating availability with professionalism



What This Practice Helps You Do

This practice helps you deliver steady,
predictable work without burning out or creating
reliability issues for clients.
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