Overcoming Procrastination

What is Procrastination?

In a nutshell, you procrastinate when you put off things that you should be focusing on right now, usually in favor of doing something that is more enjoyable or that you’re more comfortable doing.

How to Overcome Procrastination

Follow these steps to deal with and control procrastination:

Step 1: Recognize That You're Procrastinating

If you're honest with yourself, you probably know when you're procrastinating. Here are some useful indicators that will help you know when you’re procrastinating:

· Filling your day with low priority tasks from your To Do List.

· Reading e-mails several times without starting work (1)…………. them or deciding what you’re going to do with them.

· Sitting down to start a high-priority task, and almost immediately going (2)…………. to make a cup of coffee.

· Leaving an item on your To Do list for a long time, even though you know it's important.

· Regularly saying "Yes" to unimportant tasks that others ask you to (3)……………, and filling your time with these instead of getting on with the important tasks (4)……………….. on your list.

· Waiting for the “right mood” or the “right time” to tackle the important task (5)………………. hand.

Step 2: Work Out WHY You're Procrastinating

This can depend on both you and the task. But it's important to understand which of the two is relevant in a given situation, so that you can select the best approach for (1)………………….. your reluctance to get going.

One reason is that people find a particular job (2)…………………., and try to avoid it because of that. Most jobs have unpleasant or boring aspects to them, and often the best way of dealing with these is to get them over and done with quickly, so that you can focus on the more (3)………………………. aspects of the job.
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Another cause is that people are (4)………………………. Organized people manage to fend off the temptation, because they will have things like (5)....................... to-do lists and schedules which emphasize how important the piece work is, and identify precisely when it’s due. They’ll also have planned how long a task will take to do, and will have worked back from that point to identify when they need to get started in order to avoid it being late. Organized people are also better placed to avoid procrastination, because they know how to break the work down into manageable “next steps”.

Step 3: Adopt Anti-Procrastination Strategies

Procrastination is a habit – a deeply ingrained pattern of behaviour. That means that you won’t just break it overnight. Some tips will work better for some people (1)………………….. for others, and for some tasks than others. And, sometimes, you may simply need to try a fresh approach to beat the “procrastination peril”!

These general tips will help motivate you to get moving:

Make up your (2)………………. rewards. For example, promise yourself a piece of tasty flapjack at lunchtime if you've completed a certain task. And make (3)…………….. you notice how good it feels to finish things!

Ask someone else to check up on you. Peer pressure works! This is the principle behind slimming and other self-help groups, and it is widely recognized as a highly effective approach.

Identify the unpleasant consequences of NOT doing the task.

If you're procrastinating because you're disorganized, keep a To-Do list (4)…………………. that you can’t “conveniently” forget about unpleasant or overwhelming tasks.

Focus on one task (5)…………….. a time.

Key Points

To have a good chance of conquering procrastination, you need to spot straight away that you're doing it. Then, you need to identify why you're doing it and take appropriate steps to overcome the block.

           Martin Luther King
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    Anonymous

Article adapted from MindTools (www.mindtools.com/pages/article/newHTE_96.htm)
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