
30 Time Wasters at Work and How to
Avoid Them
 Are you stressed by your heavy workload and lack of time to
accomplish everything? Is lack of time a significant factor at
work? Have you considered what activities consume your
time to see if any changes should be made? To understand
time management, you must consider the root causes of the
problem. In other words, what tasks or activities waste
time?
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Here are some helpful time management strategies to
implement at work to save time, stay caught up, increase
your productivity, and raise your self-confidence!

1) Arrive early or on time.

2) Use downtimes highly effectively.

3) Use a timer.

4) Block out time for a specific task or project so you do
not get distracted by anything else that comes your way. 

5) Do not leave an area or a workstation until the main
tasks that need to be done get done. 

6) Get rid of distractions that eat up your time.

7) Stock up on necessary daily supplies.
Not having supplies and materials on hand can lead to
wasted time. Regularly check on supplies and inventory and
place orders as needed. Some of these items include the
following:

Writing instruments
Notepads or Post-its
Ink cartridges
File organizers
Gloves
Hand sanitizers
Batteries

-continued on next page
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How to Improve Your
Time Management at
Work

COMING SOON!

NEW YEAR’S  DAY
JANUARY 1

MLK DAY
JANUARY 20

LUNAR NEW YEAR
JANUARY 29

CHRISTMAS
DECEMBER 25

KWANZAA 
DEC 26 -  JAN 1

NEW YEAR’S  EVE
DECEMBER 31

https://www.theofficemanagementgroup.com/blog/efficientoffice


Please click here to download pdf
version of this document.
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How to Improve Your Time
Management at Work (cont’d)
8)  BEGIN EACH DAY THE NIGHT BEFORE .
 TO MAXIMIZE  PRODUCTIVITY ,  DECIDE  ALL  SPECIF IC  ACTIONS YOU WANT TO
TAKE THE FOLLOWING DAY ,  THE  NIGHT BEFORE .  IN  OTHER WORDS,  MAKE YOUR
TO-DO L IST  FOR THE FOLLOWING DAY .  HERE  ARE  EXAMPLES :
AS SOON AS I  WAKE UP AND DRINK MY COFFEE ,  I  WILL . . .

TAKE  THE  DOG FOR A  SHORT WALK
DO A  MILE  ON MY TREADMILL
SEND 3  IMPORTANT EMAILS  FOR WORK
LOOK AT  ALL  MY F INANCIALS AND MAKE SURE BILLS  ARE  PAID
WORK ON 1  THING THAT WILL  HELP ME ACCOMPLISH MY SHORT-TERM OR
LONG-TERM GOALS

9)  USE  CHECKLISTS .

10)  F IND SHORTCUTS

11)  FOCUS ON PRIORIT IES .

12)  USE  YOUR MOST ENERGETIC  T IME OF  THE  DAY ON THE MOST CRIT ICAL  JOBS .

13)  START THINKING ABOUT ORGANIZ ING AND PRIORIT IZ ING AN HOUR BEFORE
YOUR WORKDAY ENDS.

14)  STAY ACTIVELY ENGAGED THROUGHOUT THE DAY .

15)  HOLD OFF  REWARDS UNTIL  DAILY  FOLLOW-THROUGH TASKS ARE
ACCOMPLISHED.

16)  DO NOT LEAVE AN AREA OR A  WORKSTATION UNTIL  THE  MAIN TASKS ARE
COMPLETED .  

CL ICK HERE TO READ THE COMPLETE  ARTICLE !

https://efficiencyandorganization.com/small-business-owners
https://efficiencyandorganization.com/small-business-owners
https://efficiencyandorganization.com/f/how-to-be-productive-every-day
https://efficiencyandorganization.com/f/30-time-wasters-at-work-and-how-to-avoid-them


E1 )  Te l l  yourse l f  that  you  are  go ing  to  have  a  great  day .

2 )  Remind  yourse l f  o f  3  th ings  you  are  gratefu l  for  today .

3 )  Th ink  o f  1  to  3  th ings  you  wi l l  do  today  to  he lp  you  reach  your  goa ls .

4 )  V isua l i ze  how you  wi l l  l ook  and  fee l  once  you  ach ieve  your  goa ls .

5 )  P lan  the  day  and  get  organ ized .

6 )  Have  3  pr ior i ty  tasks  to  focus  on  dur ing  the  day .

7 )  Read  1  to  3  mot ivat iona l  quotes .

8 )  "Coach"  yourse l f  up !

Th ink  o f  what  coaches  do  wi th  sports  teams .  They  ta lk  up  the  p layers .  They
mot ivate  and  insp i re  them.  They  get  them to  be l ieve  in  themselves  even  when
the i r  se l f -esteem is  low ,  and  se l f -doubts  are  h igh .  Th is  i s  what  you  need  to  do
with  yourse l f  each  morn ing .  Coach  yourse l f  up  to  boost  your  mood and  se l f -
conf idence .  Coach  yourse l f  and  your  thoughts  to  have  that  "You  can  do  i t "
a t t i tude  to  push  through  the  day  successfu l l y .

CL ICK HERE OT  READ THE ENTIRE  ARTICLE  WITH ALL  15  T IPS  AND STRATEGIES .

How to Begin Each Day with the
Right Mindset
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HERE ARE  15  WAYS TO BEGIN EACH DAY WITH THE RIGHT MINDSET .  START BY
INCORPORATING 1  OR 2  OF  THESE  FOR AT  LEAST  60 DAYS TO TURN THEM INTO DAILY

HABITS  AND ROUTINES .  PRINT  AND POST THE ONES YOU CHOOSE AND POST SOMEWHERE
HIGHLY VIS IBLE  TO REFER TO EACH MORNING.

https://efficiencyandorganization.com/f/how-to-begin-each-day-with-the-right-mindset


Latest Videos
Click on each image to be directed.

10 Motivational
Quotes for
December

1) Courage doesn't always roar.
Sometimes courage is the little voice at
the end of the day that says I'll try again

tomorrow. - Mary Anne Radmacher  

2) There is no force more powerful than a
woman determined to rise. - Bosa Sebele 

3) Character cannot be developed in ease
and quiet. Only through experience of trial

and suffering can the soul be
strengthened, vision cleared, ambition
inspired and success achieved. - Helen

Keller 

4) A truly strong person does not need the
approval of others any more than a lion
needs the approval of sheep. - Vernon

Howard  

5) History has demonstrated that the
most notable winners usually encountered

heartbreaking obstacles before they
triumphed. They won because they

refused to become discouraged by their
defeats.- B.C. Forbes 

6) Don't be afraid to be ambitious about
your goals. Hard work never stops. Neither

should your dreams. - Dwayne Johnson  

7) I never dreamt of success. I worked for
it. - Estée Lauder

8) There’s no way to be a perfect mother
and a million ways to be good. – Jill

Churchill

CLICK HERE TO GET A TOTAL OF 60!

https://youtu.be/bDQmTvOfbQc?si=H7TZbmfg58JWIlkp
https://youtu.be/WfunyV3WksU?si=-TTjggcD_LA6vB1K
https://youtu.be/SvtqSj7QFIk?si=JI6fYSwaf9aWubFb
https://youtu.be/_tLi3nLLfhQ?si=EUFi4YwlGT_l-il7
https://efficiencyandorganization.com/f/60-motivational-quotes-for-working-moms


Helpful Downloadable
Documents & Templates

Click on each image to be directed to the webpage.

Benefits of Being
Self-Disciplined
and Consistent

There are many benefits to being
disciplined and consistent, including
some of the following:

More prepared to achieve goals
Living a happier life
Better mental health
A positive outlook on life
More self-confidence
Stronger self-esteem
More success
More productive
Better time management
Self-control
Better focus
Having routines

CLICK HERE TO READ THE POST THAT
GIVES 20 WAYS TO BE MORE SELF-
DISCIPLINED AND CONSISTENT.

https://efficiencyandorganization.com/products/ols/products/time-management-toolkit-every-10-minutes
https://efficiencyandorganization.com/products/ols/products/party-planning-checklist
https://efficiencyandorganization.com/products/ols/products/health-goal-templateform
https://www.tsirona.com/blog/consistency-the-key-to-a-healthy-you
https://www.wellroundedyou.com/benefits-of-self-discipline/
https://www.wellroundedyou.com/benefits-of-self-discipline/
https://efficiencyandorganization.com/f/12-ways-to-develop-more-self-discipline-to-achieve-major-goals
https://www.tsirona.com/blog/consistency-the-key-to-a-healthy-you
https://efficiencyandorganization.com/f/20-ways-to-be-disciplined-and-consistent
https://efficiencyandorganization.com/f/20-ways-to-be-disciplined-and-consistent
https://efficiencyandorganization.com/f/20-ways-to-be-disciplined-and-consistent


 WORK ORGANIZING TOOLS FROM
AMAZON.COM

CLICK ON EACH IMAGE TO BE DIRECTED TO THE SPECIFIC PRODUCT ON AMAZON.

As Amaazon associates, we earn on qualified purchases.

https://amzn.to/4g2Gnmh
https://amzn.to/4eNLwN3
https://amzn.to/49aJsNU
https://amzn.to/419b7wY
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CLICK ON EACH OF  THESE  INFOGRAPHICS TO BE  DIRECTED TO THE
WEB PAGES TO READ MORE ON EACH TOPIC FOR SELF-GROWTH,

SELF- IMPROVEMENT ,  AND SELF-DEVELOPMENT .

Click on each graphic to get more details.

https://efficiencyandorganization.com/f/tips-for-organizing-professional-development-for-staff
https://efficiencyandorganization.com/f/25-tips-for-working-from-home-for-more-productivity
https://efficiencyandorganization.com/f/how-to-develop-a-strong-work-ethic
https://efficiencyandorganization.com/f/23-checklists-for-work-to-stay-organized-and-productive

