The Work System: How to Get More
Doune, Stress Less, and Succeed Without
Burning Out — A Practical Guide for
Anyone Who Works

By Mohammed Hamed Ahmed Soliman






The Work System: How to Get
More Done, Stress Less, and
Succeed Without Burning Out —

A Practical Guide for Anyone
Who Works

Mohammed Hamed Ahmed Soliman



Published by personal-lean.org, 2025.






Publisher: Personal Lean Publications
For inquiries: info@personal-lean.org

No Al-generated text, translation or images were used in the
production of this work.

All trademarks and brand names belong to their respective
owners and are used for identification and educational
purposes only.

No part of this publication may be reproduced, stored in a
retrieval system, or transmitted in any form or by any
means, including text, photographs, illustrations, tables,
and diagrams, without prior written permission from the
copyright holder.

While every precaution has been taken in the preparation of
this book, the publisher assumes no responsibility for errors or
omissions, or for damages resulting from the use of the
information contained herein.

THE WORK SYSTEM: HOW TO GET MORE DONE,
STRESS LESS, AND SUCCEED WITHOUT BURNING
OUT — APRACTICAL GUIDE FOR ANYONE WHO
WORKS

First edition. August 2, 2025.
Copyright © 2025 Mohammed Hamed Ahmed Soliman.

All rights reserved.

Written by Mohammed Hamed Ahmed Soliman.



Table of Contents
THLE PaGE oot ssssessssssssssesssssssssssesssassnes 1
Chapter 1: Why Work Feels So Overwhelming Today............... 9

Chapter 2: The Difference Between a Job and a Work System 12

Chapter 3: Designing a System That Works for You.................. 15
Chapter 4: How to Say No and Still Get More Done............... 19
Chapter 5: It’s Not Just About Time Management.................... 23

Chapter 6: Escaping Distractions and Prioritizing What
IMALEELS vttt saestesestesssestesessessosessensssessosesssnsssenten 27

Chapter 7: Energy, Not Time, Is Your Most Valuable
RESOUICE vttt ssestestssestsssssessosessessssessossssens 30

Chapter 8: Surviving Meetings, Emails, and Last-Minute Fire

Chapter 9: Building a Flexible System That Adapts With You 37

Chapter 10: A Step-by-Step Plan to Redesign How You Work —
Starting NOW ... siisisssssssssssssssssssssssssssesssssssssns 41

Appendix A: Personal Work System Workbook...........couevvuunece 49



Appendix B: Core Checklists.......rrimeienerenesiieiinesiiaenns 55
Appendix C: Visual Diagrams .......c..oceeevenecemesisennecsssesssnenns 56
Appendix D: Templates and Tools........ccvveeevererienneceneriinenns 59

Appendix E: Further Reading and Resources......eeenereunnecee 63



