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In both our personal and professional lives, many of us have the tendency to procrastinate.  To procrastinate is to put 

off completing a task until a later time.  While some people claim they work best under pressure, for most of us leav-

ing assignments to the last minute causes a high level of stress and often results in lower quality work. Taking the 

time to understand why you procrastinate and how you can overcome this urge will reduce stress and improve the 

quality of your work  

Why do we procrastinate? 

 

• One of the most common reasons for procrastination stems from anxiety about our ability to complete an assigned 

      task in quality that meets our supervisor’s expectations.  This fear prevents us from starting the project.   

• Some of us are overwhelmed by our workload and simply don’t know how to start an assignment or which task to   

      do first.   

• Others of us have poor time management skills and always find ourselves rushing to complete assignments.   

• Problems at home, trouble with a coworker or exciting plans outside of work may result in difficulty  

      concentrating on assigned tasks.    

• Many of us may be susceptible to external distractions, like the telephone ringing or officemates talking loudly. 

      Rather than tackling difficult assignments, we pass our time at work by completing mindless tasks that don’t  

      require a great deal of attention or chatting with coworkers.    

 

Tips for overcoming the urge to procrastinate: 

 

• It is quite normal to feel anxious or nervous about your ability to complete a task.  Rather than letting your fears 

paralyze you, figure out what about the task seems overwhelming and then make a plan to face that challenge. 

• Make sure you have a clear idea of your supervisor’s expectations. If you are not sure of what your supervisor 

expects, talk to him/her. 

• Create a “to-do list” in which you prioritize the goals you want to accomplish and set a deadline for when you 

want to accomplish them by.  This will help to you  to stay on track. 

• Break up large assignments into smaller pieces.  This will make the project seem more manageable and it will 

allow you to schedule short segments of time to work on those smaller pieces without interruption.   

• Work in an organized environment.  A clean desk will limit visual distractions thus making it easier to focus.   

• For maximum productivity, it is essential that you take breaks.  Every few hours stand up and stretch or take a 

walk around the office.  Try to leave the office for lunch.  This will give you an energy boost and help you focus. 

• If you are faced with regular interruptions at work, determine when those interruptions most frequently occur and 

then try to plan your schedule around those interruptions.  For example, if the phone rings more in the morning, 

plan to work on your project in the afternoon.     
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