1. Work at a pace that is comfortable and that will allow you to work without stress and get the job done.
2. “Multitasking is a lie.” ― Gary Keller. You would be surprised at the power of focussing on one thing at a time to enable you get your work done.
3. “Don't interpret anything too much. This is time waster number 1.” ― Dee Dee Artner
4. Take a walk to boost your productivity. It will clear your mind and help you focus.
5. Some tasks take more focus and attention than others. Shift between different types of task that require different levels of focus to give yourself a break.
6. If you find it helps, get your headphones on and listen to some peaceful music while you’re working.
7. Pay attention to what you eat. Superfoods such as avocados, berries, spinach and walnuts can aid your concentration.
8. Focus on a single task for twenty-five minutes and then take a break. This is called the Pomodoro technique.
9. Combine all low value task that you do. For example, make all of the phone calls you need to make in one sitting, or get all of your errands out of the way at one time. 
10. “Without great solitude no serious work is possible.” – Pablo Picasso
11. Know when to delegate. Establish what it is that you do best, establish what your people do best, and delegate effectively.
12. “Nothing is less productive than to make more efficient what should not be done at all.” – Peter Drucker
13. When you are with others, make a point of being present. Don’t sit looking at your phone or for social media updates.
14. ‘Amateurs sit and wait for inspiration, the rest of us just get up and go to work.’ – Stephen King
15. If you want to improve your ability to focus then perform some concentration exercises.
16. If you’re stopped from being productive by distracting thoughts and ideas just write them down on a ‘someday’ list so you can forget about them for the time-being. 
17. Reward yourself for sticking to a task and seeing it through to completion. 
18. Each evening set you top five priorities for the following day and focus on those. 
19. “Tell me to what you pay attention, and I will tell you who you are.” – Jose Ortega y Gasset 
20. Turn off distracting gadgets while you work so you aren’t getting constant notifications from other things. 
21. Take one day each week to rest. Recover, refuel, relax. 
22. Each piece of paper touch only once. File it, trash it or pay it.
23. Keep a short list of up to three tasks that you must do each day.
24. Don’t do a single thing until you have completed the first task on your short list. This includes checking social media, emails…. anything!
25. When you wake up, take some time to focus on you. Have a healthy breakfast, meditate, go for a run. Whatever takes your fancy. 
26. Determine which tasks you most often procrastinate over. Create a routine that you can use to nip the procrastination in the bud and get things done.
27. Establish which tasks you do that are absolutely essential. Which are not so important. To increase your productivity, you need to establish what your priorities are. 
28. Take a short break every hour to keep yourself focussed.
29. If you find yourself feeling a bit sleepy or unfocused then head outside for some sun or take some vitamin D.
30. Perform exercises that aim to increase your concentration, such as reading the same paragraph over and over.
31. Lack focus and feeling lethargic? Drink some water. Being dehydrated can have a severely negative effect of your ability to focus.
32. Deal with any worries you have that may be affecting your ability to focus. Don’t bring them to your workspace.
33. Make use of online tools and apps that can help organise your work and help you keep list and track your goals. Evernote is a good one to use.
34. What do you have to do that you can outsource, or just don’t need to do? Create a stop doing it list.
35. To increase your productivity, learn to say no to distractions.
36. Learn to single-task. Stick to doing one thing at a time until it is complete.
37. “Concentrate all your thoughts upon the work at hand. The sun’s rays do not burn until brought to a focus.” – Alexander Graham Bell
38. Lecithin, vitamin D and vitamin B are all good for the brain. Take supplements if you feel you need to. 
39. Focus on when you start a task, and notice when you get the urge to do something else in the middle of it, so that you can try to work past that urge.
40. Multi-tasking can massively reduce your productivity. Stop trying to multi-task.
41. “The simple act of paying positive attention to people has a great deal to do with productivity.” ― Tom Peters
42. For any important goals that you have, make sure you set deadlines. Having a deadline forces you to work more efficiently as the deadline gets closer.
43. To increase you focus, practice this exercise; focus and a task for one minute completely. Take a short break, repeat and try and focus for a longer period each time.
44. Don’t allow other people to distract you when you have committed to meeting a target.
45. Try and avoid thinking about what is coming later as a way of distracting yourself from what you are doing now.
46. Don’t be all work and no play. Allow yourself to make time for having some fun and enjoying yourself.
47. “Until we can manage time, we can manage nothing else.” Drucker.
48. Outsource what you can so you can focus on the things you do best.
49. Use mindfulness tricks, such as wiggling your toes, to bring your focus back to now.
50. [bookmark: _GoBack]Drop one thing to allow you to focus on the more important tasks, whether it’s a service or project. 
