
 

 

 

 Setting Up your workspace 
Having a healthy and comfortable workstation will help you focus, and boost your productivity. 
A good starting point is to choose a great location with minimal distractions. The workstation in 
your preferred location should be well lit, have appropriate seating, and comfortable heating 
and cooling.  
 

 Peek Study Time 
It is good to know and understand your productivity level in a day. Some find that morning 
hours are more adequate for study as your mind is fresh and clear. Others feel that evening 
hours provide less distraction and more motivation. Explore and choose the best time for you. 
This information will be important to know for time management purposes.  
 

 Eliminating Unimportant Work 
Not all tasks are created equal. Some are worthwhile, but others are unimportant and, in the 
long run, add little value. You can make the very most of your time and opportunities if you 
choose your activities wisely.  
 

 Prioritization 
Prioritization will help you make the best use of your time. Sorting tasks is easier when you 
consider the desired outcomes for each task and its’ value to you. Remember when you are 
working on a task due to time constraints, mistakes can occur so make sure that adequate time 
is given for each task.  
 

 Overcoming Procrastination 
Procrastination is a bad habit that feeds on itself – if you do it once and get away with it, it 
becomes easier to put something else off. To beat procrastination, recognize your underlining 
motivation for doing the task and the value therein. Next, uncover the reasons that you are 
choosing not to complete your tasks. Then, create strategies to overcome procrastinating 
behavior.  
 

 Minimizing Distractions 
Phone calls, instant messages, friends, social media, and background noise can all interrupt your 
“flow” and cost you valuable time. Learning how to minimize these distractions can dramatically 
increase your productivity. For example, while you need to study for a College Algebra test, set 
personal boundaries for you to commit to and social boundaries for others to y know when you 
do not want to be disturbed.  
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