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O000000000000O000 1.You Are Always Late [
[ 00O 0O The problem: You worked late last night, so it was difficult
to get up when your alarm clock sounded in the morning. Next thing
you know, you’ re scrambling and usually arrive late. O OO O O [
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0 O O 0O The solution: Even if your company is in its busy season
(with long overtime hours), try to get out of the office at a reasonable
hour. Or talk to your boss about creating a rotating schedule, so the
company is covered at all times without you having to work a crazy
12-hour-plusday. 0 D 0 OO0 0 0000000000000
Jododoboboooodobooouoooooooooa
Jododoboooooodobooouooouoooooa
Jdodoboooooouoouoooobooooa 2.
YourDesklsaMess 0 0 OO O OOOOO The problem: You
barely have time to get up for a coffee refill, so odd papers and stuff



pilleup. U0 00O0O0OO0OO0OO0OOU0OOU0OOUOOOOO
[ O O O The solution: Before you start any of your work in the
morning, give yourself 10 to 15 minutes to clear off your desk. You
' 1l find yourself able to concentrate better when your desk is neat
andorderly. OO OO0 0OO0O0O0OO0O0OO0OOOOOOOOO
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JO00000000000 3.You Forgetto Eat Lunch O 0O [
[ O O The problem: You’ re crunching away at your desk, when
suddenly you feel woozy and realize it” s 3 p.m. and you still haven
Cteaten. OO0 O00O00O0O0OO0OOOOOOO0OOOOO0O
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[J O The solution: Sometime between noon and 2 pm. force
yourself to step away from your desk and take care of your body.
Your body and brain need protein to fuel your work efforts. Even 15
minutes away from your desk will do wonders for your mental
heath. D0 000000000000 O0OO0OO0OO0OO
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Jo000000dododododo 4.You reStruggling to
Complete Assignments LI O U 0O O O 0O O O The problem:
Computers often can be your worst enemy when trying to complete
an assignment. Emails, IMs, and your ever-updating news feed can
keep you distracted from theworkathand. O O 0O 0O O 0O O O O
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00000000 Thesolution: Set yourself up with



minideadlines to finish assignments. Take a brief look at the header
of an email and, unless it requires immediate attention, wait to
respond until your assignment at hand is completed. U [0 O 0O O [
Jododoboboooodobooouoooooooooa
Jododoboooooodobooouooouoooooa
OO00000000 5. Your Head Feels Foggy U OO 0O O O [
The problem: You’ ve lost your vigor and motivation, and it’ s
hard foryoutostayfocused. 0 0 U O OO OO O0OO0OOOOO
O 0O 0000 The solution: It might be time for you to take a
vacation day. Recharging your batteries will help you come back to
work more invigorated and ready to take on challenging
assignments. 1 U 0000000000000 oooOOn
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