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STAYING 
FOCUSED



Creating 
healthy work 

habits-
proactive 

vs reactive

Three different 
work modes to 

optimize 
performance 

The cost of 
context 

switching-
multitasking

Prioritising
workflow

STAYING 
FOCUSED



How do you 
start your 
workday?



One of the 
biggest 

creators of 
stress in the 
workplace 

is…



Mindlessness Research 
-Default Mode
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ATTENTION or 
CONTEXT 

SWITCHING

ATTENTIONAL 
BLINK 

(up to .5 
seconds) 

Multitasking



Multitasking activities



Multitasking Activity



MULTITASKING RESEARCH 
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secs to get 

your 
attention 

back



Average 64 
secs to get 

your 
attention 

back If you get a 
distraction 

every 5 mins 
in a 40hr 

week



Average 64 
secs to get 

your 
attention 

back

8.5hrs
of lost time 

context 
switchingIf you get a 

distraction 
every 5 mins 

in a 40hr 
week



AUSTRALIAN STATISTICS



Phone on 
desk 

(switched off)
32% 

decrease

Phone 
outside in 

locker
(switched off)

35% increase
Phone in bag 
(switched off)

12% 
decrease



Three different work modes

Reactive 
(or responsive)

Proactive Creative



PROACTIVE  MODE

- Your job roles/ 
obligations
- Working on projects
- Planned meetings 
- Managing your team
- Project Management
- Focusing on your task 
at hand
- Working mindfully on 
task
- Meeting deadlines
- Laser sharp focus and 
attention
- Feel productive

In control of your day 
and workflow, and
fulfilled.



REACTIVE  MODE

- Answering 
calls/emails
- Answering texts
- Pop ups, notifications
- Opening links on 
websites etc. 
- Quickly finishing 
something off
- Unplanned meetings
- No real focus on task
- Last minute jobs
- Multitasking
- Other peoples 
demands

Feel wiped out end of 
the day
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CREATIVE MODE

- Creating new ideas
- Driving new business
- Big picture thinking
- Brainstorming
- Strategising
- Collaborating 
creatively
- Working calmly and 
deliberately on tasks
- Taking decisive action
- Making key decisions
- Forecasting

Calm, inspired, 
energized, and aligned.
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BETA ALPHA



What does it look 
like in your diary? 

Your turn 





1) Eliminate  
distractions as 

much as 
possible.

2) Set clear 
intentions for 

your 
workflow.

(list) 

3) Catch 
yourself when 

losing focus 
and reset

4) Take small 
breaks…. 

often.

(90 second breath break)

5) Take control 
of your 
devices

6) Be mindful 
of your focus

6 tips to work more mindfully
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