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LEADERSHIP HACKS PLAYBOOK

Many leaders are looking for fast track strategies to allow them to do 
more with less. Gone are the days when a leader had plenty of time to 
sit back and contemplate endless scenarios or send tasks off to 
numerous departments and allow them to take weeks (or months) to 
provide a response.   

Leaders are now playing a different game and some of them are still 
operating as if it is the 1990’s.  The traditional 10-15 year strategic plan 
is being replaced by short-horizon strategies, flexible operations that  

shift based on the changing competitive landscape and a constant 
battle to attract and keep top talent.  To accomplish more leaders need 
to learn how to hack their current approach with new ways of thinking 
and influencing that will enable them to do more with less.  This is the 
Leadership Hacks Playbook. 
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LEADERSHIP HACKS: A FASTER 

APPROACH FOR A FASTER WORLD

A leadership hack is anything that helps you (or your people) 
accomplish more in less time. This can include:  

★Shortcuts that many not be commonly known 

★Simplified steps to make a task easier to do 

★Fast-track processes that speed things up 

★Any approach that simplifies and speeds up a task 

To accomplish more we need to hack their current approach with 



One on One Leadership Hacks Empower Direct Report 

Performance 

These are the hacks that you can use when you work with an 
individual.  All leaders know that they cannot effectively do 
everything, however they are looking for fast track strategies to get 
an individual to achieve things faster.  One-on-one hacks allow you 
to leverage individual performance and include communication, 
delegation and coaching hacks. 
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LEADERSHIP HACKS: A FASTER 

APPROACH FOR A FASTER WORLD

Team Hacks can Boost Performance of a Team, 

Department or Organisation 

Team hacks allow you to create momentum faster with a larger 
group of people. When you can lead a group of people that are 
hacking their approach the results that can be achieved can quickly 
be multiplied.  Some of these Team Hacks including hacking team 
meetings, and team mobilisation hacks that start a movement.  

Individual Leadership Hacks Maximise your 

Performance 

One individual hack that you can also improve is the amount of time 
that is spent on technology and email.  A common pattern for many 
people is to constantly check and recheck their inbox which 
fragments focus and can also interfere with decision making.   
Individual hacks include what you hack to limit distractions as well 
as hacking your approach to technology (including your inbox!) 
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SPECIFIC PLAYBOOK HACKS

Now that you know more about Leadership Hacks and the types 
of Hacks, here are five Playbook Hacks to help you fast track 
your approach and accomplish more in less time. 

1 Distraction Hack 2 Email Hack

Activity Hack 4 Delegation Hack

5 Team Meeting 

Hack

3
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SPECIFIC PLAYBOOK HACKS

Leaders need to be across more information in less time and they 
need to ensure that they have the ability to make the correct 
decisions.  To enable them to gain this valuable time to make 
these decisions, leaders need to be aware of the distractions that 
slow down their productivity.  

Distractions come in many shapes and sizes, with the more senior 
the leader, the more staff, reports, market analysis and 
communications that they need to stay across.  Trying to eliminate 
all distractions is also futile given the rapid rate of information and 
interactions that are part of everyday activity for leaders.   

Internal distractions are fully within a our ability to control and 
include how a we maintain our energy (or not) and how you keep a 
positive mindset (or one filled with self-doubt).  Leaders need to 
look after themselves and be aware of when they are reaching 
burn out.  When you don’t take the time to recharge their batteries 
decisions take longer and the creeping voices of self doubt can 
cloud your judgement.  

To increase effectiveness you can plan ahead and schedule time 
to recover and revitalise their energy.  This can include long 
weekends to clear the mind or daily activities to release stress and 
refocus.  Steve Jobs was renowned for holding meetings whilst 
going on long walks which allowed him to accomplish both. 

1
Distraction Hack - Limit distractions 

that steal your attention 
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SPECIFIC PLAYBOOK HACKS

2
Email Hack - Leverage time by 

hacking your approach to email

To maximise time, you need to be smarter at the way you use 
technology and email.  Many leaders have become slaves to 
email, creating an obsessive need to constantly check and 
recheck emails to try and stay on top of all incoming 
communications.  To do more in less time we need to hack our 
approach to email. 

New York Times best-selling author Kevin Kruse studied the 
habits of successful billionaires, entrepreneurs and Olympic 
athletes.  He found that they often created a simple system to 
streamline their approach.  Kruse recommends the 321-Zero 
system.   

Schedule three times per day to check your email (morning, noon 
and night) and set your phone timer to 21 minutes as a game to 
get your inbox to zero.  Even if you are challenged in getting 
through all of your emails in this timeframe, it provides an 
opportunity to minimise lost time in checking emails as well as 
keeping you focused. 
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SPECIFIC PLAYBOOK HACKS

Activity Hack - Identify the 

activities you shouldn’t be doing

No matter how well you plan your day, new tasks and activities 
will show up to tempt you away from what you should be doing.  
These side tasks will often drain a leader of the ability to do what 
they should be doing. 

A simple tool to use is to visually map your recent areas of focus.  
You can do this by starting with a clean sheet of paper (or an I-
pad) and draw a mind map with your current role in the centre 
and then label the various areas of activity radiating out from the 
centre. This provides a quick snapshot of a range of items that 
have been taking your attention. 

The tricky part is to estimate how much time you spent on each 
activity or task by either counting the hours or working out the 
percentage of time you spent on each area.  By identifying the 
time allocation a leader can identify and ‘hack’ which areas they 
are spending too much time on and which areas they are not 
spending enough time focusing on.   This also allows you to 
identify tasks that should be delegated to others. 

3



Page  9

SPECIFIC PLAYBOOK HACKS

Delegation Hack - Boost impact by 

delegating to your people

Let’s be honest there are tasks that you should delegate that you 
hold onto.   

Many leaders do not delegate because they do not want to take 
the time or they don’t trust the abilities of the person they should. 
Too often leaders do not delegate tasks.  A 2012 Harvard 
Business Review article titled ‘Why aren’t you delegating?’ found 
that almost 50% of companies were concerned about the 
delegation abilities of their people and most did not offer any 
training on how to delegate. 

Generally leaders do not delegate for two reasons, First they 
falsely believe that they will save time if they just do it themselves
—rather than taking the time to explain the task and how they 
want it completed.  The second reason is because they don’t 
have the skills to delegate.  They have tried delegating tasks in 
the past and it did not work. 

A simple way to delegate is to start by sharing the task and 
working with your direct report to create a 1 page plan together.  
Start by asking your direct report what steps they believe need to 
be taken to accomplish the task (no telling them).  As these ideas 
are shared capture them on an I-pad or sheet of paper so both of 
you can see them—which reduces misunderstanding.  Once the 
steps are identified, identify what sequence they should be 
executed and add timeframes.   This approach will improve your 
relationship and ensure you are involved in the plan that they will 
execute. 
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Team Meeting Hack: Use the right 

type of team meeting to enable 

people to do more

How many team meetings have you attended that were a 
complete waste of time both yours and everyone else's?  It is 
hard for a leader to do more with less if they are losing 
effectiveness in meetings. 

One of the biggest challenges to meeting effectiveness is the lack 
of identifying the specific purpose of the meeting and what 
outcome needs to be achieved.  When the purpose of the 
meeting is not identified the wrong type of meeting is often 
selected and expectations are not met. 

There are 4 types of team meetings:  reporting, problem-solving, 
decision-making and strategy-development.  Each of these 
meetings has a unique format that result in a range of different 
outcomes. By selecting the right meeting for the right situation 
you increase the effectiveness of everyone involved and 
eliminate wasted time. 

A changing environment and competing priorities are not new to 
leaders, what is new is the speed with which they have to 
accomplish things—they need to get many more things done in 
much less time.  By hacking your traditional approach with these 
techniques, leaders can learn to achieve more with less.  
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