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ORGANISING YOUR WORKSPACE

PRODUCTIVITY HACKS
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Take stock of your space, be it your home, studio or at work. Does it excite you to look

at it? Do you find it an inspiring place to work? What could make it better? Is it full of

paper and objects that give you anxiety? Is there not enough storage space? Spend

some time with it, turning it into a sanctuary, a place you look forward to sitting down

and working in. 

Once you've acquired things that inspire you, arrange them in your workspace so that

you can see them clearly when you're working and remove the things that don't

inspire you by using the following method: 

Create an action, file and throw pile for each of the loose paperwork on your desk 

 

Enter the action items straight into a diary or calendar and give it a due date; file the

necessary items into a system that you like to look at and throw the rest away - the

most satisfying part!  

Finally, always leave your workspace the way you'd like to see it the next day, so you

don't waste valuable time clearing away before you start your new work day 

Get to know the productive hours in your day -

schedule work around those times and give

yourself permission to schedule in leisure activities

during the other times 

Take breaks throughout the day, to move your

body, stretch, eat and drink water 

At the beginning of each day, spend 5 minutes

dividing up your day with actionable items,

entering into a diary/calendar and colour coding 

Resist the urge to check your phone as soon as you

wake up. Allow yourself a few minutes to be with

alone, meditate or have a cup of tea or coffee, take

a walk or write in a journal  

If you work from home, avoid the temptation of

rolling out of bed and beginning work in your pj's.

Get dressed as though you were going to work and

structure your day like you would at a regular job -

it will help get in a productive mindset

Whenever you start to feel that
familiar sense of unease, where the
work is piling up and there doesn't
seem to be enough hours in the day:
stop where you are, and for the next
few minutes, focus on the following: 
 
Sit comfortably at your desk or if you
need to go to another room free of
distraction, go there. If it's ok to, close
your eyes (if not, keep a low, soft
gaze).  
 
As you take large, deep inhales and
exhales through the mouth, imagine a
large, golden ball of light is perched
just above your head. Feel it's warm
glow and soft energy beaming down
through your head, past your
shoulders, into your arms and
fingertips. Feel it travelling all the way
down your body right down to your
toes. Bathe in this light and warmth
for a few minutes. 
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