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GETTING TASKS DONE 

You can't manage time; you can only manage yourself to make better use of it. 

If you find you have a habit of missing deadlines, putting off important tasks, or taking too 

long over tasks through lack of focus, poor organisation, or due to perfectionism, here are 

10 tips which may work for you: 

1. Identify time when you have been effective at getting things done - what were 

the circumstances?  Try to emulate these more often (e.g. just before you go on 

holiday - creating that deadline; can you create deadlines at other times to have 

a similar effect?) 

2. Break the challenge down into small bite size tasks and set goals for each step. 

3. Create a ladder or tick list so you can chart your progress. 

4. You don’t have to start at the beginning.  Focus on what you do well or the tasks 
that excite you and do these things first to get you off the starting blocks.  Once 

you get momentum going it will be easier to keep going. 

5. Focus on the outcomes of achieving the task you are putting off - what are the 

benefits of achieving it?  If you have done this task before, how did it feel once it 

was done? 

6. Decide in advance what will be 'good enough' to avoid the temptation to spend 

hours perfecting it adding no tangible value. 

7. Share or discuss the task with others and make a commitment to them to achieve 

it by a certain time or day – either the whole task or to reach a particular 

milestone.  

8. Create the right environment - Music works for some, complete silence for others. If 

you need to write something try moving away from your computer and write it 

freehand, or mind map first what you need to say. 

9. Remove distractions - This may mean getting away from the office; to a place 

where you can let your mind focus on the task in hand.  Or if you need to be 

creative, what will get the creative juices running - try the park, the library or simply 

your local coffee shop. As a minimum it means switching off the phone, closing the 

office door (or moving to another room if you are in an open plan area) and 

closing Outlook for a few hours. 

10. Reward yourself for reaching certain milestones - anything from a coffee break 

to a full blown treat for achieving big goals. 


