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When undertaking an intensive task, set aside your phone or browser tabs that are unrelated to what you are doing.
1. Practice maintaining grace under pressure. Keep a steady pace of getting things done one at a time rather than trying to solve all your problems in one go.
2. Single-tasking will extend your endurance while multitasking will burn you out sooner than you think. 
3. Setting your top 6 priorities the day before will increase your chances of actually accomplishing them for that day.
4. Don't mix your high and low-value tasks in succession. Make all your phone calls in one go so you can prepare for that important presentation.
5. Drop one task at a time in a given project that you know will only consume time and focus. Delegate to someone else to get you even just a bit more focused on heavier tasks.
6. Swamped every day? Try the Pomodoro Method taking a 5-minute break after every 25 minutes of work. Just set the timer on your phone.
7. “Tell me what you pay attention to, and I will tell you who you are.” - Jose Ortega y Gasset
8. A little bit of stimulus can be helpful with some consistency. So chew a piece of gum to focus for a few hours.
9. Accept the things you don’t do so good in, then learn to delegate accordingly.
10. If you must, take half the day off to settle your concerns. You can focus much better with fewer things to think about.
11. “Without great solitude, no serious work is possible.” -- Pablo Picasso
12. 
13. Focus entirely on one task for one minute without doing anything else, then try two minutes, and so on, until you can command your attention span any time for any task. 
14. Our brains can only effectively focus on one task at a time. Multitasking can make you feel more productive but is more likely to prolong a task or burn you out.
15. Try mental exercises to improve your concentration. e.g., reading a paragraph twice, before moving to the next. 
16. Do not slip into getting busy before starting on your “Top Priority” list. No emails, no social media, no distractions.
17. Write down a daily routine to combat your procrastination. If you stick to a plan, you are less likely to loiter and more likely to be productive.
18. Our brains are constantly bombarded with information throughout the day. Even just a few minutes of meditation exercises will help you focus easier.
19. Maintain 100% focus on what you are doing at the moment. Thinking about what comes after will only slow you down.
20. “The simple act of paying positive attention to people has a great deal to do with productivity.” - Tom Peters
21.  Remember to enjoy and have fun detached from work. This sharpens your memory to make you more efficient and effective for going back to work. 
22. Calendar your deadlines for high priority goals and not just including it on your to-do list every day. This will keep you reminded of your limited time to accomplish the task. 
23. After a mentally exhausting task, take a break and resume with an easier task to keep productivity throughout the day.
24. Discipline yourself to under-commit and over-deliver. You will be more valued when you value your commitments to others.
25.  Staying slouched and stationary at your desk for hours is a good time to take a stroll and revive your focus.
26. Your “Top Priority” list should not have more than 3 in a day. All other tasks for the day should be separate. 
27. “Concentrate all your thoughts upon the work on hand. The sun’s rays do not burn until brought to a focus.” - Alexander Graham Bell
28. What is it that you need to focus on but can't seem to be able to do? Identify these tasks to shift your focus towards priorities.
29. Your natural attention span is only 20-40 minutes. So take short frequent breaks every hour or so to maintain your focus and energy.
30. Sometimes our lingering minds are enough distractions. Write down those thoughts so you can compartmentalize: work now, daydream later.
31. Resist the urge to do another task you remember while in the middle of a prior task. Finishing your tasks one at a time will help you accomplish more in the long run
32. Start the day right to prioritize your health first every morning. Have a good breakfast, go out for a jog, etc.
33. Identify even just 3 things every morning that you are grateful for to have a positive mindset throughout the day. Gratitude increases your patience and mindfulness and can, therefore, make you more productive.
34. Food supplements like Vitamin B Complex, Vitamin D, and Lecithin promote brain health and can help you stay focused.
35. 
36. Track your water intake and keep your jug or tumbler filled up beside you. Even slight dehydration can affect your concentration and attentiveness.
37. Hold back that purchase you've been waiting for until you have finished a major task. Train yourself on a work-reward basis.
38. “Nothing is less productive than to make more efficient what should not be done at all.” - Peter Drucker
39. Make yourself an outsource list. Can it be done by someone else? Does it not interest me anymore? If so, it needs to be on the list.
40. Invest in good quality earphones if you cannot play your peaceful music at your workplace.
41. 
42. Expand your comfort zone with the tasks at hand. Try to outsource the work you are cozy with so you can focus more on the bigger picture.
43. 
44. Technology is meant to aid us and not complicate our lives. So take the time to utilize your phone and computer apps to maximize your productivity.
45. 
46. Even just 10 minutes in the sunshine will give you enough vitamin D to help you concentrate better at work.
47. Allocate one day a week only for your rest and recreation. Is it Sunday with the family, or Saturday with your hobbies?
48. Sharpen your ability to gauge if something is a distraction: will it consume my time, my focus, or my energy?
49. “Don't interpret anything too much. This is time waster number 1.” - Dee Dee Artner 
50. Set aside your phone when you are with others. Disconnect digitally to connect personally.
51. If your mind starts wandering, wiggle your toes. This technique can remind you of your ongoing tasks at hand.
52. Make yourself a bad habit list. Better for you to be aware and start acting on it now than somebody else calling you out.
53. Practice “touch move” with paper. When you sort your mail, either file it, pay it, or trash it.
54. “Multitasking is a lie.” - Gary Keller, The One Thing: The Surprisingly SImple Truth Behind Extraordinary Results
55. Getting hungry? Reach out for some superfoods like berries, nuts, and avocado to help you boost your productivity.
56. Utilize all forms of technology, starting from free internet-based productivity apps and sites, such as Google Keep and Evernote.


