5 BOOSTS THAT WILL IMPROVE FOCUS AND PRODUCTIVITY AT WORK
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your focus and productivity at work.

1. Use a Schedule

Do your best to create a schedule, especially for your work time, that will
give you a clear plan of your day and what is expected. This will allow you
to move from one task to the next without having to stop and decide what
to do next. Also, keep in mind that schedules are not the end-all-be-all,
sometimes things change.

2. Make a Clean Workspace

Be it your kitchen counter while you are cooking dinner or your desk at
work, keeping a clean and tidy workspace will help clear the mental clutter
as well. Fewer distractions and no desk-cleaning-procrastination.

3. Put Blinders On

This means all the blinders. Turn your phone on silent, stop notifications,
and keep unnecessary tabs closed on your computer. Technology is
fantastic, but it can also serve as a major distraction throughout our
workday. Take into consideration how much time you spend clicking and
scrolling needlessly.
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4. Let Others Know You’re Working

Put a sign on your door, put on your headphones, or whatever it is you
need to do to minimize distractions from other human beings. Letting
others know that you’re working and prefer not to be disturbed will give
you time to work and is a polite way of saying, “I’m happy to help but not
until later.”

5. Know Your Habits

We all have habits that dictate when we are most and least productive. Pay
attention to yours and use them to your advantage. If morning is your most
productive time of the day, then that is the best time to shut your door and
work on the big, hard tasks of the day. If you know that you always hit a
wall right before lunch, use that time to pick up your desk and take a stroll
to the water cooler.

Finding your work groove can be challenging; however, taking the time to make
small steps in the right direction will allow you to create a workday that is
productive and meaningful.

What's your best way to learn? Reading? Structured Thinking?
Listening? Reminders? Coaching? A Combination? Here's a
very cost-effective program with all these options. And
“Regaining Focus” is a Critical Skill for now and the future!
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A 6-Step System
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