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Set A Game Plan 
 

One of the fastest ways to increase your value is to supercharge your productivity. But to 

start getting more out of your time, you need to have a plan. That’s because one factor most 

successful people have in common is effective time-management. Call it structure, setting 

yourself to a task, or a game plan. Whichever word or term works for you is fine. As long as 

you put it into practice, you’ll be implementing one of the basic principles of productivity. 

 
Think about this for a minute. Why is having a game plan is so essential to success? Because 

without one, it's really easy to get derailed. Let’s say, for instance, that you have one small 

task or project you need to complete. What generally happens if you don’t manage your 

time appropriately? You procrastinate, put the task off, forget about it, get it done too late, 

or don’t get it done at all. Whether you’re working on a deadline or have a project which 

doesn’t have a specific completion date, if you don’t have a game plan for getting it done, 

the results can be disastrous. 

 
Define your tasks, and set deadlines 

So, how do you put a good game plan into action? To accomplish any goal (short-term or 

long-term), you need to first know exactly what needs to be done. Then, even if you don’t 

have a specific deadline, you need to decide when a task must be completed. Finally, you 

need to start working on the item to ensure it gets done. 

 
This kind of structure and time management may come easy for you, if it’s been a regular 

part of your life. If you haven’t employed this kind of discipline, yet you want to get ahead 

in your career and personal life, now is the time to get started. That’s because, if you’ve 



ever felt there weren’t enough hours in the day to do everything you need to do, with the 

right plan, you’ll start to feel like you’re gaining more and more time. Whether you’re 

setting up a business of your own, working for someone else, or taking care of your family, 

you’ll be pleasantly surprised by how much you can accomplish. With a game plan, you may 

find yourself getting more done each day than you previously accomplished in a week.   

 

 

 

 

 

 

 



Reducing Distractions 
 

There are few things which block productivity as fast and as surely as distractions. When 

you can’t concentrate and focus properly, you can’t get things done. Even if you do 

accomplish what you set out to do, you can end up feeling stressed and frustrated when 

bombarded by external influences. Whether you’re on the job or at school, you need to take 

steps to reduce the distractions which may be getting you off track. 

 
There are two key points to keep in mind when doing this: 

 
1.) What works for you and what works for someone else may be entirely different. 

2.) Unless you have thoroughly examined your habits, you may not be one hundred 

percent certain about the habits that are actually the most effective for you.  

 
Luckily, it doesn’t require much time or effort to figure out how your habits are affecting 

your productivity, and to begin adjusting them accordingly. 

 
Stop doing so much at once 
 
If you’re like most people these days, multi-tasking has become a part of your everyday life. 

And while multi-tasking seems like a ‘productive’ thing to do, trying to take on too many 

activities at once can have adverse consequences. You might not get everything finished, 

for example, because you get overloaded. Or, you may spread yourself so thin that the 

results of the things you do finish aren’t very good.   

 
Think about this. How often do you try to get stuff done while listening to music, watching 

television, or chatting on the phone? Many of us are guilty of doing these things in our 



home offices and at our corporate desks. You might say, “But listening to music helps my 

concentration.” That may seem true. But these kinds of things going on in the background 

can just as easily ruin your concentration, and take your mind away from what you’re doing.  

 
Becoming more productive, therefore, is going to require some analysis of your habits. 

Start by turning off some or all of these types of distractions, and see if you’re better able to 

focus on the task at hand. The results may surprise you. With more concentration and focus, 

you just might find that you get work done better, faster, and more effectively, as there’s 

nothing else fighting for your attention. 

 
Of course, doing this is a lot easier if you work on your own. It can be a little more 

complicated if you work with others. Co-workers who constantly use their phones, visit, or 

play radios near your workspace, make it difficult to focus. But if you’re going to get 

productive, you’re going to have to take charge. Try approaching these colleagues politely. 

Let them know that you’re having a hard time concentrating, and that you’d appreciate 

them keeping it down.   

 

 

 

 

 



Do The Tough Stuff First 
 

If you think back to when you were in school, you may remember teachers telling you that 

the best way to approach homework and other projects was to do the hardest task first. 

They may have also advised you to tackle the homework subject you disliked the most first, 

before moving on. This same approach can greatly enhance your productivity today. 

 
When you begin a fresh day at work, put this into action. Instead of beginning with a task 

you enjoy, or one which comes easily to you, start with one you dislike, or one which you 

feel will be quite difficult. At the end of the day, you may be pleasantly surprised with how 

much you have accomplished.  

 
Maximize your morning energy 
 
One reason for starting your workday off this way is that most of us have more energy in 

the morning. When you devote this energy to the hardest and most disliked tasks, you feel 

less drained and frustrated while doing them. A second reason is that, if you begin with 

tasks you enjoy, you often spend the rest of the day in a negative vibe because you’re 

dreading the fact you still need to work on those tough tasks you dislike. Instead of 

enjoying the easier tasks while you’re doing them, you’re actually dreading the ones ahead. 

When you do the hardest stuff first, you not only have more energy left for the rest of the 

day, but you also appreciate the easier tasks more when you get to them. 

 
So if you want to be more productive, and achieve the very best results in everything you 

do, take the advice of those school teachers and tackle the hardest jobs first.  

 

 



Exercise Self-Discipline 
 

Self-discipline is an essential factor for productivity and success. Exercising it means 

setting yourself to a task, or knowing what must be done, when it must be done, and 

making sure it happens. It means setting-up a basic schedule, or framework, of what needs 

to be accomplished within a specific period of time—and NOT allowing yourself to become 

sidetracked, or to procrastinate. 

 
When developing self-discipline, however, it’s important not to become too rigid. If you 

don’t allow yourself any breaks throughout the workday, or any room for making errors, 

the expectations you’re placing on yourself are too rigid. The result? Instead of getting 

more done, or doing more in a shorter period of time, you can become frustrated with your 

tasks and your job, and actually hamper productivity.   

 
Take responsibility for staying on task 

A good way to start cultivating self-discipline is to acknowledge the things for which you 

are responsible. Begin by holding yourself accountable for getting the job done correctly 

and on time. Don’t allow yourself to be sidetracked by activities that simply waste time.  

While you may need and deserve a little break during your workday, exercise discretion. 

Do you turn those “five minute coffee breaks” into twenty minute chats in the office kitchen? 

Or are you diligent about getting back to your desk in five minutes? To use your time 

effectively, you need to develop the latter habit. 

 

 

 

 



You Can Do The Impossible 
 

Despite your best efforts to make a game plan and stick to it with self-discipline and getting 

rid of distractions, you can still end up swamped! Lots of small, simple items can quickly 

add up to a mountain of work, and finishing everything may feel impossible, especially if 

you have tight deadlines. Whether your workload feels like it’s spiraling out of control 

because you took on more than you could handle, or because unexpected “surprises” came 

up, good managers and top professionals prioritize to help them pull of the ‘impossible’.   

 
Prioritize to get control 
 
You should assess project priorities every day. If an unexpected assignment or project 

comes up while you’re tending to your other duties, you should decide which tasks need to 

be completed immediately, and which ones can wait until later. In many instances, 

requesting more time to get everything done is a good idea.  

 
Sometimes, however, you may have a project which really is beyond your capabilities. In 

these cases, the best approach is to acknowledge your limitations, and depending on the 

circumstances, you may need to ask for help or let your boss or client know that you’re 

unable to finish. To prevent such a scenario, always assess your capabilities before 

committing to a project. Taking on too much to look good for your boss or outdo a 

coworker can backfire.  

 

 

 

 

 



Increasing Motivation 
 

We’ve all heard people say that they were “not motivated” as an excuse for not getting 

things done. This is generally another way of saying they are lazy. But in the real world, 

there’s little room for these kinds of excuses. Being lazy will kill your goals quickly.  

 

In media interviews, Paul Mitchell hair care mogul and serial entrepreneur John Paul 

DeJoria often talks about the difference between successful and unsuccessful people. He 

frequently says the difference is that successful people do all the things the unsuccessful 

people don't want to do. When ten doors are slammed in your face, he says, you have to go 

to the next doors, numbers 11, 12, and 13 with enthusiasm and a smile on your face. To be 

successful in your job, you need to dig deep and find the triggers that keep you motivated 

and doing your job with a smile on your face. 

 

Give yourself a pat on the back along the way 
 

One way you can increase your motivation is to both enjoy and appreciate your 

accomplishments. Instead of holding off until you have reached your end goal, begin by 

celebrating every task you complete along the way. This isn’t a carte blanche to waste time 

or get side-tracked, but rather an opportunity to give yourself a small pat on the back for 

tasks completed in superior fashion. It’s a great way to increase your motivation because 

the more you achieve, the more you’ll want to keep on achieving. 

 
On the flip side, if you don’t celebrate along the way, it’s easy to lose motivation because 

you don’t feel like you’re accomplishing anything. When this sets in, you don’t feel very 

good about what you’re doing, and you end up doing even less. It’s a vicious cycle.  



Fortunately, it isn’t difficult to reverse this pattern if you get stuck in it. When you get into 

the habit of feeling gratified by every task you complete, and you take pride in each and 

every accomplishment, you increase your motivation to do even more and to do better each 

time. 

 
 

 

 

 

 

 

 

 

 

 

 



Don’t Let Setbacks Get You Down 
 

One of the biggest roadblocks to productivity is how people view setbacks. If you see a 

setback as a failure, it can not only limit your productivity but it can prevent you from 

doing anything at all. It can literally cause you to give up and stop moving forward.   

 
Mistakes are a part of the process 

But the reality is, setbacks occur in all areas of life. Regardless of what type of job you have, 

you probably experience them either occasionally or on a regular basis. Setbacks often 

occur from mistakes, such as not being adequately prepared for what you need to do, or 

from unexpected problems which are not anyone’s fault. Whether the setback was due to 

an error on your part, or whether it was no one’s fault, refusing to see it as a failure is the 

first step in getting you back on track.   

 
If you’ve made an error, the best approach is to try to correct it and move on. Don’t try to 

cover up or brush over a mistake. Fix it so it doesn’t cause other problems. And don’t beat 

yourself up or obsess about the mistake. These behaviors aren’t helpful. Not only will they 

prevent you from getting other things done (because you’re dwelling on the past), but they 

will also make you feel bad about yourself. 

 
Viewing each setback as a learning experience is a much better approach. Tell yourself that 

you’re capable of doing better, and capable of doing more. Look at each setback as an 

opportunity to do better next time. 

 

 

 

 



Be Goal-Oriented 
 
“If you don’t know where you’re going, you might not get there.” New York Yankees player 

and manager Yogi Berra was right on-target when he made that statement. Yet it’s 

surprising how many people have no idea what they’re aiming for in their work lives. If 

you’re one of those people, then it’s time to get goal-oriented. 

 
Break it down into smaller pieces 
 
For any overall goal you’re looking to achieve, it’s best to look at it as a number of small 

goals that need to be achieved at daily or weekly intervals in order for it to be reached. 

Let’s say, for instance, you’re in sales, and you need to finish next year with $1,000,000 in 

new client contracts. Would you wait until December 30th to start making calls in hopes of 

bringing in that amount? No, you’d start making calls in January. You’d know how many 

calls you needed to make in order to get one warm prospect, and you’d know how many of 

those warm prospects generally converted to a sale after a meeting. Knowing this, you’d be 

clear on how many calls you’d need to make every day in order to hit your yearly sales goal. 

 
That’s why you’ve got to do the goal-setting work upfront, so you know where you’re going. 

If you don’t, it’s easy to lose your way—and hard to get ahead. 



Take Care Of Yourself 
 

If you’re like most people, you’ve probably had to pull an all-nighter at some point in your 

life to get an important project finished. You may have gone without sleep or skipped meals 

to meet the deadline. While it’s sometimes necessary to do this, neglecting self-care on a 

regular or frequent basis is a recipe for disaster. Not only will your health suffer, but 

chances are you probably won’t accomplish nearly as much as you hope to achieve. 

 
Loading up on coffee isn’t the answer 
 

While you may believe you’re giving one hundred percent to your job by regularly going 

without sleep, by pounding coffee, or by relying on junk food instead of taking the time to 

eat nutritious meals, these unhealthy habits actually result in you having less energy to give. 

On the other hand, when you get enough sleep, and make a point of having a healthy diet, 

you have more energy and enthusiasm to give to your work. That’s because when you’re in 

top-notch condition, you’re focus is better, you’re more alert, and you don’t become 

fatigued as easily. Even if you have a fast-paced job with many responsibilities and 

deadlines, good health is essential if you want to compete with other highly productive 

people. 

 

 

 

 

 

 

 

 

 



Being Organized is Critical 
 

If you think about it, being organized is one of the most essential factors in being 

productive. You don’t need to be extremely rigid in order to be organized, but you do need 

to be conscious of everything that goes into your workday. That means being effective with 

your time, the supplies and equipment you use, and your expectations. 

 
To illustrate, think of those people you know who seem flustered all the time. How do you 

think that affects their work? They rush willy-nilly through the workday, miss 

appointments, are unsure of their goals and tasks, and are careless with supplies and other 

equipment they work with. These are people who have a hard time getting things done. 

Being disorganized prevents them from being productive. 

 
Outline your day with a schedule 
 
You’ll get much more accomplished in a shorter period of time if you’re well-organized. So 

begin by making a basic schedule of where you need to be, what you need to do, and when 

things need to be done. Make sure you know in advance where everything you’re going to 

need throughout your day is located, so you don’t waste time looking for something when 

you need to use it.   

 

 

 

 

 

 



When You Need to Delegate 
 

Some people have a hard time letting others help them do the work. You know the type. It’s 

the person who wants to do everything by him or herself, and who doesn’t think anyone 

else can do the job as well as they can. These kind of people frequently take on more work 

than they can reasonably do, or which they aren’t fully capable of performing, which 

ultimately makes them less productive and affects the productivity of everyone who is 

counting on him or her to do the job. 

 
Don’t let yourself get snowed under this way. When you need help, get it. Start by 

acknowledging that you can’t do everything, and that you can’t do everything equally well. 

That way, when you have a large or tough project, you’ll be ready to ask others for 

assistance in getting the job done quicker. Instead of looking at delegation as an admission 

of weakness or incompetence, acknowledge the scope of your role and your capabilities. 

 

Take advantage of others’ strengths 

Smart managers do this all the time. But don’t fall into the trap of delegating for the sake of 

doing less than you can do, or less than you should reasonably be expected to do (i.e. 

shirking your responsibilities). When a job needs to be done well and delivered on time, 

teamwork can give you great results.   

 

 

 

 

 



Avoiding Burnout 
 

While you may be tempted to believe that putting every waking moment into working on 

your job is a good way to get things done, there’s an important factor which you may not 

have considered. When you take your work home with you, you can increase your risk of 

burnout and getting much less accomplished in the long-run. 

 
We’re not talking here about brining actual work tasks home with you. We’re talking about 

the time you spend thinking about your job after you leave the office. Do you, for instance, 

spend hours at night worrying about whether you’ll get something done on time, or 

whether the overall quality of your work will be up to par? This kind of excessive thinking 

can lead you to become overly stressed, anxious, and overwhelmed. You may even become 

more fatigued by your work when you’re thinking about it—and worrying about it—than 

when you’re actually doing your job. 

 
Make it a habit to relax 

Avoid burnout by leaving your job at your workplace when you go home. Instead of 

stressing yourself out over whatever you need to accomplish the next day, or how much 

progress you’re making with something you’re working on, try learning how to leave those 

thoughts and concerns at your place of business. Learn to relax, participate in healthy 

recreation, and give your time and energy to your friends and family. When you begin to 

develop these habits, it won’t take long to see the results. You’ll start each new workday 

feeling physically, emotionally, and mentally refreshed.   

 

 



Keep Your Tools In Good Condition 
 

You may have heard the old saying that a good workman always takes care of his tools. 

Whether you work in an office, on a jobsite, or from home, keeping all of the tools you use 

to do your work in excellent working order will make you more productive. 

 
Neglecting regular maintenance can end up slowing you down. If you’re trying to work on a 

computer that’s not up to par, a cell phone that keeps dying, or a piece of office equipment 

that jams every time you operate it, your productivity can come to a complete standstill. 

You may become frustrated or angry, and possibly not get the job done at all. That’s why no 

matter how much of a hurry you’re in to complete a task and end a workday, you should 

take a few minutes to be sure everything is in good shape for the next day. Make a point of 

replacing damaged supplies or equipment as soon as possible. These new habits will 

benefit you, as well as everyone else who uses the same equipment.   

 

 

 

 

 

 

 

 

 



A Positive Frame Of Mind 
 

It’s essential to acknowledge that your mindset influences and affects your productivity. If 

you have problems in your personal life, the more you’re able to keep them out of your 

workday, the better you’ll perform. Even if something is really troublesome, you should try 

your best to keep your personal problems separate from your work life. If there’s 

something you need help with, get help during your free time. 

 
If there’s something that’s bothering you at work, that should certainly be addressed and 

dealt with as soon as possible. But letting yourself feel overwhelmed, anxious, stressed, or 

burdened will only slow you down. Remember, you don’t need to do everything all at once.  

Sometimes it takes many small steps to get a big goal done. And errors and setbacks occur. 

But when you keep in mind that each step is getting you closer to your goal, you stay on the 

right track. When you tell yourself that each small accomplishment is an accomplished goal 

in itself, you’re giving yourself the encouragement and the motivation you need for success. 

 
Supercharge your confidence 

The more you’re able to remain positive and upbeat, the more you will accomplish. Even if 

you’re facing a task which is especially large or difficult, a positive frame of mind can help 

you accomplish more than you thought you could. And it will also help you feel more 

confident about yourself, and more confident about your abilities.   



Resisting Negativity 
 

Negativity is a huge block to productivity. It ensures that anything which does get done is 

neither satisfying nor appreciated. Whether the negativity you need to resist is your own or 

someone else’s, the quicker it’s dealt with the sooner you’ll be back on track. 

 
Negativity comes in several forms. One is belittlement, or when you’re unsure of your 

ability to do the job, or to do it well. If you believe failure is on the horizon, this is the surest 

way of making it happen. Resist this kind of negativity by reminding yourself of your 

competence. Because when you don’t allow a negative light to overshadow your abilities, 

you prevent yourself from coming to a standstill.   

 
No one likes a complainer 

Negativity can also come in the form of complaining. Whether you’re complaining about 

your job or about something else in your life, this kind of negativity can affect your work.  

Complaining wears you down, and ruins your ability to focus properly. When you resist the 

urge to complain every time you feel the desire to do so, you’ll be taking steps toward 

keeping negativity out of your work life. Instead of being tired and grouchy from 

complaining, your energy level will be at its best.   

 
Stop being a worrywart 

Worry is another form of negativity. Although it may sound difficult, a good approach is to 

remind yourself that worry doesn’t accomplish anything. If whatever is on your mind can 

be resolved, doing so is imperative. If it can’t be dealt with immediately, try to put it out of 

your mind while you’re working. This will help you to focus and concentrate better.   



 
If you find that your negativity is extreme, asking for some outside help can be useful. You 

can learn to be in a better state of mind—and doing so will not only be better for your 

health in general, it will also impact your productivity. Remember, the more you’re able to 

resist negativity, the more you will accomplish. 

 

 

 

 

 

 

 

 

 



The Tasks For Your Goal 
 

Some people have the habit of looking at their goal as the main thing they need to 

accomplish. They may even look at it as the only thing they need to accomplish. If this 

sounds like you, you’re missing something very important. That’s because, as mentioned 

previously, you need to look at each and every task you need to complete to attain your 

goal as something important in itself. 

 
One good way to think about this is in terms of building a house. If you think only about the 

completed house, you’re missing all of the steps along the way. There are many steps 

necessary for building a house. But none can be skipped or done poorly if you want the 

house to be strong and in excellent condition when it’s finished. 

 
The goals you have in your work life are similar. Regardless of what your particular goal 

consists of, there are a number of steps which need to be done in order to achieve it. For 

the best possible results, each task along the way requires your time, effort, work, and 

concentration.   

 
Don’t rush the small stuff 
 
If you have an important goal ahead of you, you may be tempted to shorten up some of the 

tasks in between. Maybe you think that rushing through your tasks will help you reach the 

final goal that much sooner. But this is never a good approach. That’s because, when you 

skimp on giving your very best to each and every task—no matter how small—the final 

results aren’t as good as they could be. 

 



Giving your best to each task doesn’t mean making something more important than it 

actually is, wasting time, or forgetting about your ultimate goal. Giving your best means 

making sure that each task you do receives the time and attention it deserves. It means you 

take even the smallest jobs as seriously as the larger ones.   

 
Devoting a proper amount of time and attention to each and every task will not slow you 

down. It can help you stay motivated for the tasks ahead.  

 

 

 

 

 

 

 

 



About Coworkers And Employees 
 

Competition is a trend that’s popular in the business world today. Many people believe it’s 

the best way to boost productivity. But this approach often backfires. A better approach is 

to foster teamwork.   

 
When you maximize teamwork, you ensure that everyone is working for the common good 

of the company. When the sense of competition is eliminated, people contribute their best. 

Rather than feeling as though they must outdo coworkers, staff find innovative ways to 

help one another as they work toward a common goal and each person feels as though they 

are valued. And it’s generally the people who believe their work is appreciated that get the 

most done.  

 
Don’t let grumpy employees ruin teamwork 

Reducing tension, friction, and conflict in the workplace is also important. Employees who 

make a point of not getting along with others, who expect someone else to do their jobs for 

them, or who are difficult to be around should be dealt with as quickly as possible. That’s 

because it only takes one or two problematic people to turn a workplace into an 

uncomfortable environment where no one can concentrate on doing their job.  

 
The workplace, therefore, should be a place where every employee feels comfortable. It 

should be a place where everyone knows that coworkers all have the same goals in mind. 

When each person knows that he or she is a valuable part of the company, and a valuable 

part of the team, they feel more confident and are more productive. 

 



Rewarding Yourself Along The Line 
 

Encouraging yourself by rewarding yourself along the line can be a good thing. 

Unfortunately, if this is approached the wrong way, it can spell trouble. If you believe you 

owe yourself time off, special treats, or other noteworthy recognition every time you 

accomplish something, you’ll soon find yourself accomplishing very little. You may start to 

feel as if you are entitled to rewards or special favors for completing tasks which are within 

your scope of responsibility anyway.   

 
Praise yourself quietly 

This is why granting yourself little “extras” for doing your job is not usually a good idea.  

Instead, self-encouragement should be the only reward you need. When you complete a 

task on time, or do a project especially well, you can acknowledge it as a small but 

important success. Give yourself a figurative pat on the back and move on. 

 
This concept works equally well whether you work on your own or in a group. If no one 

feels compelled to believe that he or she should gain some kind of special recognition for 

doing his or her job, getting the job done will be the priority. In group work settings, no one 

will feel more or less important than anyone else. And each person will realize that he or 

she is expected to contribute something, without expecting anything special for doing it.   

 
Encouraging yourself along the way with silent self-recognition will keep your spirits up 

and your sense of motivation at its peak.  

 

 

 

 



Resist Overextending Yourself 
 

There are two ways you can overextend yourself on the job. First, you can take on more 

work than you’re capable of performing. And second, you can take on work which is 

beyond your capabilities. Both of these can overtax your energy, cause you to become 

frustrated, and result in you becoming discouraged. 

 
You probably know someone who is a workaholic. That person is the one you can bet on to 

be doing work long after he or she has left the workplace. No matter how much he or she 

gets done during normal work hours, they always feel as though there is something more 

they need to do. They often feel as though no job will get done correctly, unless they are 

doing it themselves.   

 
Does this sound like you? While you definitely want to be conscientious and complete 

everything that’s your responsibility, overextending yourself isn’t going to make you more 

productive. In fact, over time, it will probably have the opposite effect. 

 
That’s because overextending yourself on a regular basis will wear you out, burn you out, 

and wreak havoc on your health. And allowing yourself to get into this condition can affect 

your ability to concentrate and focus properly. You may begin making unnecessary errors, 

or become forgetful.  And you probably won’t get as much done as you had hoped. 

 
Get some R and R 
 
But luckily, you can avoid overextending yourself by being reasonable about both your 

abilities and your time. Even if you’re working on a very important project, you can’t put 

“24/7” into it and expect it to turn out well. You need to take a reasonable amount of time 



for rest, eating, and exercise, and even some recreation, to be in prime condition for doing 

the job.   

 
Overextending yourself by attempting to do a job that is way beyond your capabilities can 

also take its toll. It’s easy to lose time and get discouraged when you’re not qualified to do 

the task you’re trying to achieve. So if you’re not fully qualified to do something, it’s better 

to leave it to someone who has the skills to complete it correctly. That way, you don’t 

exhaust yourself on a losing battle. 

 
 

 

 

 

 

 

 



Why You Need To Unwind 
 

Stress has many results, and none of them are positive. The results of stress can stand in 

the way of getting a job done. Even if a job is finished, the results of stress can minimize 

your sense of accomplishment and satisfaction. 

 
Stress can override your concentration, leaving you focused on anything other than the 

task at hand. Too much stress, especially if it’s prolonged, can make you fatigued and 

physically ill. In addition to causing headaches and a general feeling of unwellness, 

prolonged stress even has the power to weaken your immune system.  At its worst, 

extreme and prolonged stress can result in medical complications. With the power to cause 

all of these problems, it’s easy to see how stress can affect your job.   

 
De-stressing, therefore, is important. It shouldn’t be considered a luxury, foolish, or a waste 

of time. On the contrary, you should determine the best ways to let some steam off 

throughout the workday. A coffee break, a brisk walk, or putting your mind on something 

entirely different for a few minutes may be useful for you. But since everyone is different, 

you must assess your personality and come up with solutions that make sense for you. This 

includes finding ways to relax after the workday is over. When you’re not overwhelmed by 

stress, it will be easier to focus on what you’re doing and to get it done fast.   

 

 

 

 

 

 

 

 



Ranking Your Priorities 
 

When you’re on the job, virtually everything you do is important. Setting and ranking your 

priorities, however, will help keep everything in proper perspective. That’s because setting 

and ranking priorities means acknowledging that some tasks require more time than 

others, and that some require more work than others. But if you make the mistake of trying 

to allot equal amounts of time to every task, you can get slowed down, and not accomplish 

as much as you should.   

 
Decide what’s most important 
 
Setting and ranking your priorities means determining which tasks need to be completed 

first. This may sound logical, but often times it doesn’t happen this way. Let’s say there’s a 

very large project on the horizon, which will require a significantly larger amount of time 

and effort than the smaller projects you already have at hand. Perhaps there’s one with an 

important timeframe or deadline. In instances like these, you may be tempted to do the 

smaller, easier tasks first. Although it does mean that these easier tasks will be completed, 

the one which you should have given your attention to first may not.   

 
By deciding which job or project needs to have your attention before any others, you’ll not 

only ensure that it does get done, but you’ll also guarantee that you meet it without enough 

energy and motivation to do it correctly. The sooner you begin a tough job with a deadline, 

the more likely you’ll be to complete it on time.   

 

 

 



Exercising Good Communication Skills 
 

Whether you work on your own or in a busy office, good communication skills should be a 

standard part of your everyday work life. The better you become at these skills, the more 

you, and everyone around you, will be able to get done.  

 
Having good communication skills means knowing the difference between fruitful 

conversation and pointless time-wasting. Perhaps you have someone in your office that 

likes to “visit” with coworkers throughout the day, or always seems to be talking on his or 

her phone. This type of social activity isn’t appropriate for the workplace. It’s simply a 

distraction. 

 
Good communication skills can generally be summed up in two categories: 

 
1. Communication that’s as direct, brief, and to the point as possible. You can say 

whatever needs to be said, ask a question, or clarify something, without wasting 

your own time or the other person’s time.   

2. Communication that involves giving, receiving, or exchanging information. You may 

need to fill someone in on an aspect of the job, or request a detailed explanation 

about a project.   

 
In most cases, these are the only forms of communication which enhance the workplace 

and increase productivity. 

 
Good communication skills also involve being receptive to, and listening to, what another 

person is saying. Simply waiting your turn to speak isn’t helpful because you’re not paying 



attention to what the other person is saying. When questions, answers, and explanations 

are fully received, there’s less need for repetition. This also gives the other person the 

message that what he or she is saying is valuable.  

 
Practice developing these skills during your free time. If you have lunch with your 

coworkers, this can be an excellent time to enhance your listening skills.   

 
 

 

 

 

 

 

 

 

 

 

 

 



Getting More Done Increases Your Value 
 

The good news when it comes to these strategies for increasing productivity is that they 

can be applied to any area of your life. They are just as useful for students who wish to get 

school work done faster and stay at home moms who are juggling entire households as 

they are for professionals working their way up the ladder. 

 
When you learn how to maximize time, and to get the most out of each hour and each day, 

you’ll demonstrate to your employer that you know how to handle your job. And when you 

stand out as someone who knows how to use their time effectively, you become a natural 

candidate for internal promotions. You also arm yourself with incredible ammunition for 

going into pay raise evaluations. And with more efficient ways of organizing your time, you 

also make your personal hours—with friends and family—more valuable.  

 
Developing and practicing these strategies for getting things done shouldn’t take much 

time or effort. You just need a little motivation and the willingness to begin putting them 

into practice to achieve success. 


