MASTERCLASS

Find your focus drifting in the middle of the day?
: Three experts share their top tips on how to regain
: your work mojo quickly, writes Natasha Boddy.

! From the dreaded 3pmslumptothe
: distraction of non-stop Slack

¢ emails and phone calls, it doesn't take much :

: tolose focus during a typical day atthe

: office.

:  For professionals wanting to regain their
: focus quickly, sometimes awareness is half
: thebattle, says business coach and Hello

¢ Coach founder Victoria Mills. “Onceyou are

: aware of what drains your energyyou can
: start to put in super easy solutions,” says

: hﬁhwhulmsbemmj:mgﬂ(hand

¢ executives for twodecades.

Here are four easy hacks to regain focusat :

Turn off notifications. Mills says it can
: A takeseven minutes to regain focus after
: being distracted by a notification on smart
! devi

“When that concentration breaks, there is

what psychology calls a ‘switching cost’ for
: ustoget back to that deep work,” Mills says.
¢ Millsalso recommends trying what she

calls narrowing “visual focus™ when starting

¢ orreturning toa task.

¢ “Picka spotabout eyelevel and two to

: four metresaway and stare at it for 30-60
¢ seconds,” she says. “Hard todo, but it will
: quiet your mind and help regain focus.”

: specialistand author of the
: It'sAbout Timebook series Donna

: McGeorge recommends doing an “hour of

power”.
¢ "Setatimer for 60 minutes and putyour
: head down. Put your computer and phone
: ondonot disturb during this time [but]if an
¢ hour is too much, try 15 minutes, then 25

: minutes,” she says.

: Usersoprpledwimmnuseﬂlefocus
: syncs across multiple devices.

Do key work within four hours of
i waking. Mornings are usually the best
: time todointense mental work, both
:  “Thefirst four hours after you wake isthe
: best, because the cortisol that floods your

A a(ﬂ'dse ilmmseymlrfm:smldmcntai

i SmttStEhLaleadﬂslﬂpqrda]btand

: author of Leadership Hacks, agrees and says
: prioritising challenging tasks during a peak
¢ energy period is one easy hack to regain

¢ focus atwork. “This makesit easier to start,
: easier to think and easier to complete the

: things thatwe procrastinate on,” he says.

Ditch the email brain drain. Rethink
- how you tackle emails, from reading
¢ through to hitting the send button.
¢ Just10 percent of emails actually require

Hello Coach's Victoria Mills says mornings
¢ areusually the best time for intense tasks.

¢ lunch when energy levels may have dipped.

“Scan to check for anything urgent, and

i then leave it until after lunch,” says

i McGeorge. “You can then process the

90 per cent that just require small amounts
: ofattention while your mental capacity is
: lower [following the after-lunch slhump].”

Similarly, try to send emails that are easy

for others to action. Where possible, avoid
! sending long and cumbersome emails that
: arebland and force the recipient to read

; everythi

rything.
“Use bold, bullets and headers to make it

easier for people to read— and understand
your message,” says Stein.

“If you want to focus even further, you

: can put in the subject line one of the five

! outcomes that we are trying toachieve: FYI,
: Need Information, Decision, Action to Take,
i or Meeting Required.”

Plan ahead. Mills also recommends
structuring meetings at the same time

each day, as well as ditching long meetings
and instead replacing them with 15-minute

“stand-ups” with a clear outcome and

agenda. Shealso recommends making a

“next day” list at the end of each day, which

mnhelpsumepmpletohﬂmeglmmd

“You gain time each day by completing

! thetasksyoudidn't get toattheend of each
: day, sothe next moming you start with

: | immediate focus totick off tasks from the
: aconsidered response, says McGeorge, who

prior day,” she says.

Productivity specialist Donna McGeorge recommends an hour of power; leadership expert
¢ Scott Stein says emails should be easy for others to read and follow.
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