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7 Habits of Highly Productive People 

Everyone wants to be more productive. Whether it means getting more done at work or getting 

more chores done around the house, most people feel that they could make an improvement 

on how much they accomplish in a day. There are people out there that always seem to be on 

top of everything and get things done faster than most, and we are all secretly a little envious. 

There are ways to help you to improve your productivity every day. Here are 7 habits of highly 

productive people: 

1. Prioritize your priorities.  

Make a to-do list of the very most essential things that need to be accomplished that day, in 

order of importance, not preference. Make sure that you set this up before you start your work 

day. That way you are focusing on the most important, and often the hardest tasks first. Get 

them knocked out and then you can work on the less important tasks.  

2. Set Goals. Assign a Timeline.  

Simply knowing what needs to be done is not enough. You must also set a timeline for 

accomplishing these tasks. If you know your deadline for a project is 4 p.m. set your own 

personal goal to have it done by 2 p.m. That way you have extra time to go over it and make 

sure it is ready to go.  

3. Set Limits. 

If you are contently going and you never take a moment to breathe or relax you will inevitably 

burnout.  Not everything has to be perfect. Just get it done, and then worry about perfecting it. 

Productive people look at the clock and determine that they need to get a project done by a 

certain time and then work their fastest and hardest to get it done. They work in sprints and 

pushes that have hard stops to avoid getting burnt out on any one task or project. 

4. Technology Discipline.  

Social media can be a time sucking vortex that distracts from getting tasks accomplished. With 

limited time in a day, there is no time to get caught up in Facebook stupor and suddenly realize 

that you’ve lost a valuable hour of potential productivity. Productive people set up strict time 
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blocks for checking email, browsing social media and making calls. Sticking to these hard set 

times is essential to managing your productivity. 

5. Take Breaks Strategically. 

Reward yourself for accomplishing a major goal within a particular time frame. Take time to 

step away from the work and clear your head. Stretch your legs or refill your coffee cup, but 

once you sit back down at your desk, be ready to put the petal to the metal.  

6. Don’t Multitask. 

Focus on one thing at a time. You feel a sense of accomplishment and you are more motivated 

to be productive and finish more if you stick to a single task at a time. You will be encouraged to 

get more if you accomplish one task at a time, versus if you spread yourself thin over multiple 

projects.  

7. Make Sleep a TOP Priority.  

Getting the optimal 8 hours of sleep a day will allow you to feel better, get more accomplished 

and focus during the day. Adhering to a set bed time and rise time will keep your body on a 

schedule and allow you to function at peak ability. 
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