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1.Plan your goals
2.Prioritize task
3.Everything in its place
4.Take break

5.Celebrate results
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PLAN YOUR GOALS

Firstly decide what you want to achieve and then commit to it.
Set realistic and smart goals that motivate you to stay on track.
Avoid setting too many objectives at a time focus on one goal
and make efforts to achieve it.



PRIORITIZE TASK

Start by prioritizing an activity for each day and dividing it into
small tasks. Be reasonable and only include the things you can

really complete during the day. Begin with the big tasks that
require great effort and attention.



EVERYTHING IN ITS PLACE

A clean, functional workstation is conducive to improving your
productivity and has a positive impact on your behavior. Being
surrounded by chaos is stressful. A tidy, comfortable workplace
will help you concentrate.



TAKE BREAK

Taking regular breaks may seem paradoxical, but they can really
assist enhance attention. According to some studies, taking
small breaks throughout extended jobs helps you keep a

consistent level of performance, but focusing on a task without
breaks results in a continuous fall in performance.



CELEBRATE RESULTS

Reward yourself for achieving or obtaining on the point of your
objectives. Celebrate every very little success and watch as a
series of successes grows Being productive is additionally
gratifying. Reward yourself once you be it and adopt habits you

discover enjoyable.
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