Avoid
Putting
Off Work

YOUR WORK SEEMS to keep piling up
and you wonder why it doesn't get
done. You've been putting off easy but
not-so-interesting tasks for later.
Moresha Benjamin lists a few 'practical’
work and time management mantras
which could help overcome procrasti-
nationonthe job.

Get Clarity onthe Role

. Whatisitthat you actually have to
do? The number one requirement for
time well-spentat work is clearly
defined roles, goals and objectives.
“Once you'reclearabout whattodo,
you cut out much confusionand un-
certainty about what you shouid be
doing,” says Meenakshi Roy, senior
VP, HR, Reliance Broadcast Network.
“One must first prepare an exhaus-
tive list of all the tasks and activities
to be completed. The list may then be
re-structured on the basis of theur-
gency and importance of the tasks,”
says Sudakshina Bhattacharya,
Head HR, IL& FS Financial Services.

) Get Organised

- Eachday, new work comes in. You
walk into your office only to be
greeted by mounds of pending and
new tasks. Before you even get start-
ed, you're already overwhelmed.
Getorganisedsothat you havea
clear mind to getitdone. Creatinga
priority listevery morning willbe a
good source of motivation and help
keep essential and urgenttasks at
the top. As you keep striking out the
completed tasks you feel lighter,
whichinitself, is a great feeling.

" TakeAction

. “Awrongdecision is better thanno
decision,” says Ronesh Puri, MD, Ex-
ecutive Access, an executive search
firm. Keep up the momentum by do-
ing abiteach day until the task is
completed. Instead of looking atthe
project as one huge job, breakitup
into smaller tasks and set deadlines
for each. This way even when you're
working ona project alone, you have
goals to work toward. Monitor your
progress on aweekly or monthly ba-
sis, and reward yourself every time
you complete a task on schedule.

Boring Tasks First

Some tasks on your priority list will
probably be hard, boringand un-
pleasant. Itisalso likely to bethe
one thing that makes the biggest dif-
ference to the effectiveness of your
workday. “Tackleit firstand get it
outof the way so you avoid thinking
allday abouthavingtodoit,” adds
Roy. Boring tasks make you look out
for more challenging ones but don't
getstuck with the former. it will only
undermine your potential.

[ GetCreative

| “Tobreakthe procrastination habit,
getcreative, Think of ideas on how
to get the work done differently,
rather than thinking of reasons not
todoitor putting it off for another
time,"” says Rahul Kulkarni, HR head
at Kale consultants.

One or two of these steps will im-
pact your efficiency and effective-
nesson their own, Put them all to-
gether though, and you'll realise you
canovercome procrastinationon

" pretty much anything.
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