
  

Everyone has put off a task at some point in their life, 

whether it is a work project, avoiding a difficult conversation, 

or study.  Procrastination can have a major impact on your 

job, relationships, or study results.  Procrastination can be 

minor for some, while for others it can cause stress and 

anxiety.   

Procrastinators feel comfortable in their comfort zone and 

are reluctant to step outside to avoid distress.  Ironically, this 

approach can cause more distress in the long run, interfere 

with several areas in your life, and have a negative impact on 

your health.  It can hinder your self-esteem or create self-

critical thoughts and guilt that can result from putting off 

tasks.  Additionally, procrastination places a burden on the 

people around you — your colleagues, family, and 

friends.   Conversely, non-procrastinators focus on the task at 

hand and have a strategy that takes them from thought to 

action in a timely manner.  My personal strategy reads like 

the Nike slogan: ‘Just do it’ — once the task is thought out. 

Inspiration rarely occurs when you wait until you ‘feel like 

doing it,’ rather the act of working on a task increases 

motivation.  Completing a task needs to be planned and 

occurs with conscientiousness, self-discipline, persistence, 

and taking personal responsibility.  The learning occurs 

through the process, rather than having to understand it in 

detail prior to commencing the task.  I Think of the advice 

that I received:  insight occurs once you complete the 

task, and rarely before. 

American author and motivational speaker Mel Robbins 

advise that to overcome inertia and procrastination is to 

follow the Five Second Rule, which says that you 

 only have five seconds between the thought and taking 

action before the motivation has slipped away.  This means 

that between the thought ‘I need to write and send an email,’ 

you have five seconds to open the screen page and 

commence drafting the email.  After the five seconds, your 

motivation to complete the task is reduced. 

There are several reasons for procrastination.  fear, stress, 

self-sabotage, or not having a good understanding of how to 

progress with the task.  The key to overcoming 

procrastination is to find out what your specific reasons are 

for procrastinating, and then addressing them at the core 

with a career coach or mentor.  Try these tips to get you on 

track. 

 Nine tips for overcoming procrastination 

1. Get rid of catastrophising 

One of the biggest reasons people procrastinate is because 

they catastrophise or make a large deal out of the task.  The 

focus of their thought is how tough or boring it will be to 

complete the task. 

 Personal triggers may be impacted such as perfectionism — 

you fear the risk of making a mistake and not looking 

‘perfect,’ which shows your weakness.  Or the fear of the 

unknown of not having the experience to complete the task 

which impacts on your self-esteem or reveals a personal 

truth that you do not want to address.   

Individuals can manage challenges, boredom, and hard 

work to meet their goals.  Procrastination is associated 

with stress:  the stress you feel when you avoid 
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completing important work or having difficult conversations.  Keep 

your perspective:  it may not be a task that you want to undertake, 

but it is a task that needs to be done! 

2. Focus on your ‘why’ 

Procrastinators focus more on short-term gains (avoiding the distress 

associated with the task), as opposed to long-term results (the stress 

of not doing it, as well as the consequences of avoiding this task).  

Instead, try focusing on why you are doing this task and the benefits 

of completing it.  This is the motivation to do the job. 

3. Get out your calendar 

Schedule your work and personal commitments in a diary — either 

(or both) electronic and paper schedules.  If you use an electronic 

schedule, send an alarm to remind you to start. 

Work that will get done ‘when I have time’ tends to not get 

completed.  Schedule and block out time to work on your task, just 

as you would an important meeting or appointment.  When it is time 

to do your work, set a timer to commence the task and focus during 

the allotted time. 

4. Chunk the task or use the salami technique 

Break the job down into manageable tasks or slices/pieces so it does 

not look overwhelming.  Then work on one task or slice/piece at a 

time.  Make a list of the task or slices/pieces with due dates to 

complete each task, leaving additional time for a contingency.  

Diarise the dates and commit to action.  Chunking down your tasks 

will help you feel less overwhelmed and more empowered. 

5. Be realistic 

As you establish your schedule, set yourself up for success.  Projects 

often take much longer than expected, so it is helpful to schedule 

additional time.  Look for ways to make it easier on yourself by 

considering your energy level and your best working time.  For 

example, if you are a morning person, schedule your work for the 

morning when your energy and mental capacity are at their highest.  

It will make it easier to work and save you time. 

6.  Improve your environment 

Your environment can help or hinder your productivity.  

Beware especially of technology, such as your email or 

messenger that pings to let you know someone has contacted 

you.  Social media, internet, and phone calls can lead to 

procrastination. 

During your scheduled time, focus on completing the task with 

minimal distractions that will rob you of your focus.  Aim to 

work during quiet times at work such as early in the morning or 

after staff leave, close your email, turn off your phone. 

 

7. Procrastination draw or file  

Put a structure on tasks that you want to put off or review 

at a later date.  Usually some tasks or problems take care 

of themselves whilst some may become more or less 

important to deal with. 

8. Creative/alternative procrastination   

If you have difficulty with activity ‘A’, substitute it with 

activity ‘B’.  You can then ease into undertaking activity 

‘A’ or diarise a date and time to complete activity ‘A’. 

9. Positive self-talk and reward good behaviour 

Encourage positive self-talk to support you to commence 

the task and encourage good behaviour.  When you finish 

what you have set yourself to do, reward yourself with an 

enjoyable activity that may have initially been your 

distraction.  It may mean going out, watching a show, or 

reading a book. 

 As Nike’s slogan states: ‘Just do it.’ 

My personal affirmation is: ‘Enjoy the process!’   
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