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Tips to Help End Productivity-Zapping Distractions Forever

Interruptions consume nearly a third of the average workday and cost billions in squandered productivity. In addition to wasting time, distractions add to job frustration and workplace stress levels.

Email is often cited as the biggest offender among workplace distractions. Other annoying interrupters are such things as telephone calls and voice mail, unproductive meetings and cluttered work areas.

To minimize the impact of distractions, it’s important that the boss set clear standards for focus and productivity. For example, plan meetings so that the right people are present. Include a good facilitator, a clear agenda and specific action steps. 

Ergonomic factors contribute to productivity, so be sure the work environment is conducive to efficiency and high productivity. Make sure people are adequately trained to do their jobs and that equipment is functioning. Provide appropriate technological support. Planning and periodic maintenance can lessen the likelihood of distractions such as server problems and hard drive crashes.

Following are some simple ways to help you minimize annoying distractions in your own workday:

· Close your office door.
· Turn off your phone.
· Clear off your desk/clean up your work area.
· Eat lunch alone in your office.
· Telecommute once or twice a week.
· Set daily goals.
