
25 Ways to Be More Efficient
1) The night before, list your top 3 to 5 priority tasks you will
accomplish when you wake up.

2) Develop effective morning, daytime, and evening routines.

3) Start each day with the right mindset and keep motivating
yourself throughout the day.

4) Make a to-do list and cross off tasks that are
accomplished.

5) Gamify tasks and projects!

6) Find shortcuts to completing easy tasks.

7) Organize every area you use daily to make things easy to
retrieve, including your workspace, bedroom, closet, and
kitchen.

8) Turn off all notifications when focusing on critical tasks
and projects.

9) Break large tasks into smaller parts to accomplish them
piece by piece.

10) Maximize downtimes.

11) Set deadlines for tasks to avoid procrastinating them
over and over. 
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12) Decide what activities must be changed or eliminated to
restructure the day for more efficiency.

Here are 5 examples of things you can do differently:

Save 1 hour each week on scrolling through social media
to use that time to exercise.
Save 30 minutes each day playing games on my phone
to read, play games, and have conversations with my
friends and family.
Save 10 minutes each day deciding on outfits and make
an extra hour each week for job searching.
Leave work on time to save 3 hours each week for
studying and school-related activities.
Cut down on grooming time to get an additional 1 hour
each week to explore side business options. 

13) Use your most energetic time of the day on the most
critical jobs.

14) Use your calendar and planner daily.

15) Work on your physical well-being to boost your energy
levels.

16) Use effective multi-tasking techniques.

17) Ensure that 50% or more of how you spend your time is
directly linked to accomplishing short-term and long-term
goals.

CLICK HERE TO READ THE ENTIRE ARTICLE WITH ALL 25
TIPS IN MORE DETAIL.
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25 Ways to Be More Efficient
(Cont’d) COMING SOON!

BACK TO SCHOOL FOR
MOST STUDENTS AND

TEACHERS

SETTING GOALS FOR THE
FALL  SEASON

STARTING TO PREPARE
FOR THE FALL  SEASON

LABOR DAY
SEPTEMBER 2

PATRIOTS DAY
SEPTEMBER 11

HISPANIC HERITAGE
MONTH

FIRST  DAY OF  FALL
SEPTEMBER 22
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Please click here to download pdf
version of this document.

Get yourself a cup of coffee or tea.

Listen to energizing music on the way to work.

Consider taking sneakers to wear at work to help you stay
active, allowing blood to flow throughout the day.

Read 2 to 3 motivational quotes in the morning.

Try meditating briefly as soon as you wake up.

Wake up earlier than usual and exercise for 30 minutes before
getting dressed to get pumped up.

Repeat motivational and self-affirming phrases in your head
during your commute, like, "I got this," or "I'm going to slay the
day today."

Think of a reward you will give yourself after you tackle a hectic
day or week, like going to a spa, going wine tasting, or giving
yourself the entire afternoon on Sunday to do things you like
and enjoy. That reward will keep you going when stress and
pressure peak.

If possible, work standing up and get up from your chair often to
keep the blood flowing through your body and help you stay
energized.
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How to Begin Each Day with the
Right Mindset and Positive Attitude
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Helpful Downloadable
Documents and Templates
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Click on each of these downloadable documents to be directed to the Products page
of Efficiency and Organization.

https://efficiencyandorganization.com/products/ols/products/checklist-to-use-for-any-project-or-plan
https://efficiencyandorganization.com/products/ols/products/personal-improvement-plan-template
https://efficiencyandorganization.com/products/ols/products/customer-service-checklist-to-use-as-file-covers
https://efficiencyandorganization.com/products/ols/products/party-planning-checklist


1 )  Persona l i zed  thank  you  notes
2)  Company  pot luck  p icn ic
3)  Events  and  out ings  outs ide  o f  work
4)  Leav ing  smal l  but  meaningfu l  notes  at  the i r  workstat ions
5)  G i f t  o f  t ime
6)  Recogn i t ion  in  f ront  o f  peers
7 )  Webs i te  or  news let ter  feature
8)  Week ly  shoutouts
9)  One-on-one  in formal  check- ins  
10)  Quarter ly  or  annua l  events  outs ide  o f  the  workp lace  dur ing  work
hours
11 )  Mot ivat ing  and  up l i f t ing  spaces
12)  Food  and  snacks  dur ing  meet ings
13)  Smal l ,  pot ted  p lants  that  requ i re  l i t t le  care
14)  Notes  and  messages  f rom outs ide  sources
15)  Snack  o f  the  month
16)  Wal l  a r t
17 )  Mobi le  car  wash
18)  Peer  and  co-worker  recogn i t ion  
19)  Wel lness  and  se l f -care  perks
20)  B i r thday  ce lebrat ions
21)  Smal l  compet i t ions  wi th  recogn i t ion  pr i zes
22)  Ho l iday  ce lebrat ions
23)  Profess iona l  deve lopment  opportun i t ies
24)  "Wal l  o f  Fame"  featur ing  employees  
25)  S l ide  show

CLICK HERE TO VISIT  THE ARTICLE WITH MORE DETAILS ON
EACH OF THESE SUGGESTIONS.

25 Employee Appreciation Ideas That
Are Affordable
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Click on each graphic to be directed
to the post that provides more detail

and guidance.
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