[image: H:\Pictures\Kelly Logo.png]

TECHNIQUES TO HELP YOU MULTITASK MORE EFFICIENTLY
While it’s great to say that “true” multitasking is impossible, we still have to admit that most people have to juggle a huge list of tasks every day, and it is necessary to work out a system for getting through them quickly – often while moving attention from one thing to another in a split second.
Here are some tips that can help you “multitask” more efficiently.
1. Make a to-do list
Every day before you walk away from your work, make a list of to-dos for the next day. This will help you both prioritize and visualize the next day clearly. You will be able to come to work fully aware of how your day will go. This will help you make sure you are addressing the more important tasks first, and will also help you group similar tasks together.
2. Prioritize
It is important to have clear understanding on which tasks are more important, so you can focus more attention towards where needed. This way, you are less likely to make errors where the more important tasks are concerned.
Another way to use your prioritized list is to make sure the items with top-priority are handled one at a time, rather than dividing your attention between them and something else on your list. If replying to client emails is #1, make sure you aren’t taking phone calls or doing another task at the same time.
Every evening, go through your list of priorities and see how you did so you can improve your ability to focus on the more important tasks.
3. Solve tasks in blocks
When organizing priorities, do your best to try to group similar tasks which can be completed together. Maybe you have to send some emails to clarify information for a report or presentation. These will group well.



[bookmark: _GoBack]4. Avoid distractions
This seems to be self-explanatory but when you are multitasking, it can prove difficult to do. You need to be aware of this and practice proactive steps accordingly. Simple examples are turning off your phone and letting it take messages to be responded to later (another priority). It is very important, when dealing with multitasking, to minimize distractions in order to allow for concentration and focus.
5. Delegating
You now know that multitasking is theoretically and physiologically impossible. But in your role as a leader, tasks still have to get done in the shortest time possible. In this case, delegation is highly recommended.
You should assess and prioritize the tasks you should be able to do personally, and the ones that you can delegate to someone else. This is best done by listing out everything you do on a daily basis – answering phone calls, replying to emails etc. and then figuring out the things which you can pass on to someone else. 
6. Practice
People often argue in favor of multitasking saying that there are many things they can do in conjunction with each other. The most common example is walking and holding deep conversations, or eating while watching TV. The reason why these kinds of tasks can be done at the same time is simple, practice.
The brain can handle multitasking when the activities are so familiar to you that they have become habits. So then it stands to reason that becoming highly familiar with certain daily tasks enables you to multitask those action.
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