SheCan

9 WAYS TO BE

PRODUCTIVE
AT WORK




Avoid Multi-Tasking

Switching between different tasks is never good
as nothing gets your full attention and you end up
forgetting a lot of things. Instead focus on one
task at a time.




Do a Daily Dump

Many times, we get more interesting ideas than
we cah execute. To focus on the task at hand, try
to put all other ideas into dump.




Take a Break

Sitting on something for hours cannot definitely
result in something good. Instead take a break to
go for a walk or socialize and you will feel re-
energised to take up a task.




Give Deadlines to
Yourself

Break your major goal into small achievable goals
to get it going. If you aim to create a business
proposal or meet x number of clients, define what

you are trying to achieve and set a completion
date.




Shun off Unrequired
Technology

Put your phone on silent mode and switch off the
Internet connection if you are really trying to

achieve a task within the deadline.




Delegate

One-man army can hever win battles. Build a

team that complements you in the areas you
aren't good at. So stop doing everything by
yourself and hire and trust people who can do a
job better than you.
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Follow the 80:20 Rule

Remember the 80:20 rule - 20 per cent of our
efforts produce 80 per cent of results. But, this 20
per cent of results consume 80 per cent of our
efforts. So try to focus on that 20 per cent which

gets you 80 per cent of result.




Survival of the Fittest

Take active interest in your health. While working

hard, business owners forget about taking care of
their health. With increasing level of stress in
building a business make sure you take out time
to work out.
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Prioritize

Set your priorities. Arrange your tasks as per their
importance. Most of the time, the effort goes into
unimportant tasks, so have a clear idea what is
more important.
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