
Constantly staying busy at work can make you feel like you’re being ex-

tremely productive. Busy doesn’t always mean productive, though. 

Empty productivity happens when we waste time on unimportant things. 

A “working smarter rather than harder” approach asks you to consider 

tasks thoughtfully and manage your time in a way that streamlines work, 

improves efficiency, and ultimately increases the impact of your work while minimizing wasted time. 

 

TIPS FOR WORKING SMARTER 
 

Plan & Prioritize. Each day, outline your things to do and identify the most crucial tasks for you to com-

plete that day. Handling these items first will help you finish what must get done even if unanticipated 

challenges pop up throughout your day. 

 

Focus. Avoid too much multi-tasking because you often get less done if you’re switching focus back and 

forth between tasks. Devote your full focus to the task you are currently working on. If your attention gets 

easily diverted, also try closing unneeded programs and browser windows to reduce tempting distractions.  

 

Organize. Try batching together similar tasks rather than tackling one at a time. For example, designate a 

specific block of time for you to place phone calls or respond to emails. Chunking related tasks together 

will cut down on the overall time it takes you accomplish them. 

 

Finish, then revise. We can get bogged down in details when working on projects, which can be an ineffi-

cient strategy. Focus on the major elements of a project until you have a finished product, and then revise it 

to fine-tune the contents or make corrections. Otherwise, you may waste a lot of valuable work time nit-

picking over minor details before the project even gets completed. 

 

Find patterns. Taking stock of tasks that you repeat can help you avoid duplicating your work unnecessar-

ily. For instance, if you regularly respond to the same emailed questions, you can cut down on time spent 

on these repetitive tasks by saving your standard responses for reuse. You’ll need to make minor edits each 

time to tailor your response, but the majority of the work will already be done. 
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Working Smarter 

Instead of Harder 



 

Stay flexible. Rarely does a work day go exactly as you planned. Be willing to try new work methods if 

you think they may increase your efficiency. Nevertheless, flexibility doesn’t mean dropping everything 

whenever a new issue arises. Remember that you have control over how you spend your time. 

  

Recharge. Make sure to take your designated lunch and break times. Failing to replenish your focus and 

energy throughout the day can lead to tasks taking much longer than they usually would. Even worse, 

pushing yourself too hard can result in unnecessary mistakes. The 15 minutes you will save by skipping a 

break can end up costing you much more in lost time and quality. 

 

If you feel like you are constantly busy but not seeing the results you want, try implementing some of these 

tips in your own work practices. Try as we might to do everything, there is a limited amount of effort we can 

put forth in one work day. That’s why identifying the most efficient use of your energy is so essential to get-

ting the most out of each day. 

 

 

We’d like to hear from you! Please visit the following survey link to provide us with valuable feedback on 

our bulletins: https://www.surveymonkey.com/s/ZQDXV6Z. 

https://www.surveymonkey.com/s/ZQDXV6Z

