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Improving your productivity can help you find extra time in your day. It’s also vital to keeping your head 

above water if your workplace is short-staffed. Here are some tips on how you can be more productive dur-

ing your workday:  

Just Start. Sometimes the hardest part of an assignment is just getting started. Plunge into tasks that 

you are procrastinating on instead of waiting around for inspiration. 

Worst Things First. Complete the tasks you dread the most first thing in the morning while your mind 

is fresh and your energy levels are high. 

Group Similar Tasks. Group similar tasks together such as placing phone calls, responding to emails, 

or running errands. Tackling similar tasks at once will get them done more quickly. 

Prioritize. Determine which projects and tasks are most vital at the start of each day so that you can 

map out the day’s activities. This will prevent you from aimlessly wandering from task to task and later 

having to rush to meet deadlines. 

Eliminate Distractions. Technology provides endless distractions from the things we need to get done. 

Avoid falling into the trap of having distracting websites open while you are working or constantly in-

terrupting your work to check in on your social media. 

Block Out Time. Identify your most productive time of day and set aside a block of time to work on 

important projects. If possible, try to work uninterrupted and simply focus on putting a dent in the pro-

ject rather than worrying about how far you will get. 
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Exercise. Exercising midday can boost your mood and productivity. Try taking a short walk at lunch to 

improve your afternoon activities. 

Take Breaks. Skipping breaks in order to get more work done can actually lead to decreased produc-

tivity in the long run. A short rest period can rejuvenate you by reducing stress and recharging your en-

ergy and focus. Stretch breaks can also help alleviate muscle strain caused by work. 

Improving your productivity is not simply about working harder, it involves working smarter. Implement-

ing these strategies for increasing productivity will help you get more done with less stress. 


