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Productivity

/prodak tiviti/
noun

A state of using the resources you have
efficiently and working towards your goals

“Quarantine is one of the best times to be
productive”



Routine



Importance
Productivity Mental health
scheduling your day the predictability and
allows efficient control you have serve
planning and focus on as rocks to step on in
actions that will lead the midst of the

to desired outcomes chaotic virus



Advised activities to include

e Time for rest and family

* Getting ready and maintaining hygiene
* Times to rest and recharging periods

* Take time to plan the day ahead



Tips

Wake up, eat and go to bed at set times; that
way the brain does not go under excess stress

Set realistic goals for the day

Work during the times of the day that suit you
best

Tackle hardest tasks first






Pomodoro technique

* Relies on the feeling of urgency and limited time
* Best for getting started and dealing with procrastination

"“"POMODORO TECHNIQUE
£r . &

4
DECIDE @ WORK ON
ON THE THE TASK
TASK TO SET THE UNTIL THE TAKE A
BE DONE TIMER TO TIMER RINGS SHORT

25 MINUTES 5 MINUTE
BREAK




Eisenhower matrix
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Getting things done (GCD)
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Productive activities



Work and school

Why: work towards life goals

Tips:

Break down tasks into manageable chunks

Complete during the time of the day you feel
most productive

Remove all distractions

Use a designated space for work (make sure
it has everything you need but no more)



Hobbies

Why: personal development, happiness
Tips:

e Use as breaks between work/study times
and/or schedule but watch out — it might
become a distraction

e Make it a habit

* |deally have 3 hobbies: 1 to keep you creative,
1 to keep you active, 1 to help you grow into
the person you want to be



Skills

Why: personal growth and development

Tips:

* Implement the skill you want to earn into as
many activities as possible

* Find meaning and motivation

* Pay attention to the professionals, then
practice



Health

Why: staying safe, both physically and mentally
Tips:
* Physical health: sneak in workouts or jogs

whenever possible; find an enjoyable activity;
follow all rules and regulations

 Mental health: talk to people, have a routine,
do things that make you happy, take breaks




Do not forget to rest!

Even though being productive is important for
achieving your long-term goals and desires in
life, we are all human beings who need to rest
and take care of themselves. Especially during
guarantine, it is okay to relax and take time to
adapt to the situation and do what is best for
everyone.



Stay safel



Bibliography

* https://nutritionandtherapy.com/a-guide-to-a-
nealthy-quarantine-routine-for-students/

* https://www.themuse.com/advice/take-it-from-
someone-who-hates-productivity-hacksthe-
pomodoro-technique-actually-works

* https://jamesclear.com/eisenhower-box

* https://www.teamgantt.com/blog/the-busy-
humans-guide-to-the-best-productivity-systems-
in-the-world

* https://zapier.com/blog/learning-new-skills/




