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The Ultimate guide to productivity in the 
workplace 

 

Productivity is one of the most important ingredients in a successful business. However, achieving 

and preserving productivity isn’t always easy.  

While some teams in your workforce may consistently achieve their targets and maintain high levels 

of motivation, others might struggle to access the same level of focus. Fortunately, productivity is 

something your team can cultivate and optimise over time, like many professional skills. 

Even as workplace dynamics shift and teams evolve, the following productivity strategies should 

ensure that employees can accomplish their goals. 

1. Encourage Teams to Prioritise One Task at a Time 

Employees in the workforce can often feel like they’re constantly jumping between different tasks, 

trying to keep on top of an ever-increasing task list. 

 

When your to-do list seems to be expanding, it’s tempting to try and tackle multiple things at once. 

Unfortunately, studies show multitasking harms productivity, making it harder to give complete 

attention to any given task. What’s more, multitasking could increase the risk of employees making 

mistakes because they’re not focusing fully on one thing at a time. 

Encourage your team to organise their schedules by focusing on one task at a time. Project 

management tools can allow team members to check off each task they complete as they work on 

them, which helps to create a sense of accomplishment, and builds motivation. 

2.  Allow Teams to Design Their Schedules 

While certain tasks in a workforce will have specific deadlines that need to be considered, you may 

find it’s helpful to provide your teams with more autonomy over how they organise their day.  

 

Provided the most important tasks are completed on time, you can allow your employees to arrange 

their to-do lists in the format that makes the most sense for them. 

Some team members will find it easier to tackle the most challenging tasks first. This “eating the 

frog” method takes advantage of the focus that some employees have when they first arrive at 

work.  

 

Overcoming a challenge early on in the day can also create motivation to push staff through the rest 

of the day. 

Other employees will prefer to start their day with less complex tasks and work up to the bigger 

challenges when they feel the most focused. In a world of diverse employees, allowing everyone to 

choose their strategy can lead to better outcomes.  

https://www.forbes.com/sites/travisbradberry/2014/10/08/multitasking-damages-your-brain-and-career-new-studies-suggest/#:~:text=Multitasking%20reduces%20your%20efficiency%20and,to%20perform%20both%20tasks%20successfully.&text=Research%20also%20shows%20that%2C%20in,down%2C%20multitasking%20lowers%20your%20IQ.
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3. Train Staff to Solve Problems 

Autonomy and independence in the workplace can significantly improve productivity levels. When 

team members feel empowered to make their own decisions and solve problems independently, 

they spend less time waiting for approval and guidance from others. 

Giving your employees training on how to fix common technical issues or overcome problems they 

might be facing with their workflows could help boost their efficiency levels.  

Offering training to your team members ensures they have the knowledge, guidance, and insight 

required to keep working as productively as possible in any environment.  

 

A strong set of training opportunities can also lead to huge benefits for your team. One study from 

the Huffington Post found companies offering comprehensive training achieved 24% higher profit 

margins. 

Some areas to focus on with your training tactics include: 

• Troubleshooting common technical issues 

• Communicating with colleagues 

• Time management 

4. Make Time for Breaks 

While it’s tempting to assume more time spent on tasks means higher productivity levels, the brain 

can only focus on something for so long. Every so often, we all need to take breaks to refresh our 

minds, so make sure your team members are scheduling breaks into their day. 

The Pomodoro Technique can be an excellent strategy to teach employees who need help with time 

management and taking breaks. The technique involves working for 25 minutes and taking a break 

at the end of each working period.  

Companies can also encourage their team members to segment their days into chunks, with small 

breaks after each segment, so they can get ready to focus on a new task.  

 

Remember, breaks aren’t just good for productivity; they’re also crucial to ensuring the wellbeing of 

employees. Breaks can help reduce stress, ensure employees find opportunities to move, and take 

time away from screens.  

5. Provide the Right Equipment 

Employees in any industry can only do their best work when they have access to the right tools. 

Providing the right resources and equipment to staff members wherever they may be working from 

is crucial to ensuring high productivity levels.  

Think about the essential systems your employees use every day. What kind of hardware, 

networking tools, and infrastructure will they need to remain productive? Are there any specialist 

software tools necessary to help your teams achieve their goals? 

Providing the right training, so your employees know how to use all the tools correctly should ensure 

your staff can leverage resources as effectively as possible. 

At the same time, it’s helpful to speak to your employees regularly and ask them if there are any 

additional tools or resources, they feel they could benefit from. 

https://www.huffpost.com/entry/not-investing-in-employee_b_5545222
https://www.huffpost.com/entry/not-investing-in-employee_b_5545222
https://www.themuse.com/advice/take-it-from-someone-who-hates-productivity-hacksthe-pomodoro-technique-actually-works
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6. Ensure Teams Know How to Build a Productive Environment 

Finally, as the workplace continues to evolve, it’s important that team members know how to create 

an environment suitable for productivity, wherever they are. According to Forbes, around 70% of the 

workforce could be working remotely by 2025, which means your team members may need to learn 

how to create the perfect workspace at home. 

Guide your employees to minimise distractions by turning off notifications on apps and smartphones 

when they need to focus. You can also offer advice on choosing the right room to work from when 

operating remotely or reducing noise exposure.  

For in-office employees, getting feedback on how to make the business space more conducive to 

productivity may also be helpful. Ask your teams whether they’d prefer a more open office 

environment or more private rooms for focus work. 

 

About Recruitment 4 U 

With a combined 30 plus years’ experience in the industry, Recruitment 4 U pride themselves of 

being a true business partner. Working to build long term sustainable relationships with our clients 

and candidates, becoming trusted advisors to both parties.  

Taking the time to understand our clients and candidates needs give us the ability to deliver focused 

outcomes for our clients whilst supporting career aspirations for our candidates. 

We work strategically with our clients, to build a strong talent pipeline giving access to candidates 

that fit their business needs, culture, and dynamics now and in the future.  By working so closely 

with our clients we can improve the time it takes to fill a role, reduce staff turnover and the cost to 

hire. 

Connect with us today! 

To book in for a more detailed discussion, send an email to Sharon@recruitment4u.com.au or call on 

0432 356 148 

Best wishes 

Sharon Justo 
Sharon LinkedIn 

Recruitment4U LinkedIn  

Recruitment 4 U Website 

 

https://www.forbes.com/sites/carolinecastrillon/2021/12/27/this-is-the-future-of-remote-work-in-2021/?sh=52d8fa551e1d
mailto:Sharon@recruitment4u.com.au
https://www.linkedin.com/in/sharon-justo/
https://www.linkedin.com/in/sharon-justo/
https://www.linkedin.com/company/recruitment-4-u/
https://recruitment4u.com.au/

