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We all want to be a little more productive and better organized for 2016, don’t we? 
Here are the 10 ways to give you the best shot at it. 

1. Know Thyself 

Know exactly when you're at peak productivity during the day and schedule your most 
crucial tasks during that time. If you're a genius between the hours of 10 p.m. and 
midnight, then by golly, do whatever you have to do to block off that time and get 'er 
done. 

If you need a little help discovering your peak productivity, an app called Moo-Q 
promises to help you find it. 

2. Skip Facebook 

It may be tempting to log in and just *peek* at what your news feed is up to, but before 
you know it, you're tangled in a web of cute animal videos and profile stalking, and it's 
30 minutes later before you realize you've entered the Facebook time warp. 

One study showed 23 percent of workers cited Facebook as the destination to "waste 
time." 

A scheduling app like Hootsuite will bring social media to you on your terms. 

3. Ditch the Smartphone 

The average smartphone user checks his or her device 221 times a day. Putting your cell 
phone out of sight during work hours helps get it off your mind--unless you're so far 
gone that you experience phantom cell-phone vibrations. In that case, it's probably time 
you start rethinking your relationship with technology. 

4. Forget Multitasking and Just Focus 

You might think you're being more productive by sending those emails during a 
conference call, but think again. Multitasking reduces efficiency and the quality of work 
(plus, research shows it literally lowers your IQ). So when you have to get something 
done, just focus on the task at hand for best results. 

5. Reimagine Your Inbox 

Emails build a to-do list that other people create for you, have you noticed? Schedule 
certain times of the day that you check email, and stick with it. You can try tackling 
email first thing in the morning, after lunch, and at the end of day. And turn off your 
email notifications. 

If you think this is going to be a problem for your teams or clients, let them know ahead 
of time how you communicate throughout the day. 
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6. Change Your Scenery 

If you're feeling a little foggy mid afternoon, try looking out the window into nature. 
No window? No problem--one study found simply looking at a computerized image of 
nature helped increase focus. 

Even better though is to take a short walk outside. Research shows that a 30-minute 
lunchtime walk can help people cope with stress and boosts enthusiasm for the 
remainder of the afternoon. 

7. Meditate 

Just 15 minutes of mindfulness meditation can lead to more rational business decisions-
-not to mention better teamwork, being more creative, and a whole slew of health 
benefits. 

Not the yogi type? Try the Headspace app, which has brought meditation to the masses. 
So go ahead and get your ohm on. 

8. Ask for Help and Delegate 

There is power in numbers. And frankly, there are things you're just not good at and 
probably don't want to do. When you're feeling overwhelmed with tasks or 
underwhelmed by the tedious work on your plate, ask for help. 

There is someone out there who can do the tasks you don't want to 10 times better like 
Upwork.com, a site that offers experienced freelancers), Find the person and delegate! 
That'll free up your time to focus on what you do best. 

9. Create Innovation Time 

If you're constantly "doing," you have no time to innovate. Try setting aside time--be it a 
percentage of time each day or one full day of the week--to work on something that will 
move the needle. 

10. Get Ergonomic 

Sitting is the new smoking, don't you know. And some research suggests that even if 
you exercise but still sit for long periods of time, your health is at risk. Not to mention 
aches, pains, and fatigue can be a real productivity killer. 

Luckily, there's been innovation in workstations that offer affordable sit-stand options, 
chairs that move with you more naturally, desks that recline and even allow you to take 
a nap. (By the way, napping has also been linked with productivity.) 

 

You don’t have to take all these on at once.  Initiating one small but consistent change in 
any of these areas could have a profoundly positive impact on what we intend to 
accomplish this year. 
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