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5 Ways to Focus and Get Back on Task 
 
Each day, there are dozens of tasks that are calling your name, both at work and in your personal 
life. With life being so busy it’s easy to lose focus on the big picture.  
 
How many times have you gone to bed wondering what you actually accomplished that day? Or 
have you ever felt like your day was somehow wasted?  
 
To avoid these feelings, you can try a few different methods to get yourself back on track. 
Rather than crying about  your wasted time, resolve to regain your focus and get back on task. 
 
Confucius Says... 
 
There’s a famous quote about focus by the great philosopher Confucius: “If you chase two 
rabbits, you catch none.” True, there might be people who are able to multitask and do it 
relatively well; but more often than not, people who split their attention between two different 
tasks have a more difficult time completing both tasks well. 
 
Here are five ways to regain your focus and get back on task:  
 
1. Eliminate the distractions. Get rid of the barriers that are causing you to avoid getting 

things done – it’s that simple! Forget about checking email every five minutes; those emails 
will still be there when you complete your task. Make a list of distractions and eliminate!  

 
• ____________________________________________________________________ 

• ____________________________________________________________________ 

• ____________________________________________________________________ 

 
 
2. Prioritize your work. Rather than working on projects simultaneously, take one thing at 

a time, focus on it, and worry about all the other projects later. Ultimately, you’ll get a lot 
more done and you’ll finish it more quickly. You’ll also be recognized by the high quality 
that you deliver when you’re free from distractions.  

 
• ____________________________________________________________________ 

• ____________________________________________________________________ 

• ____________________________________________________________________ 
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3. Tell everyone to respect your time. There are many nice and respectful ways to tell 
people to back off. If you’re finding yourself in a time crunch and can’t seem to get away 
from others, consider letting them know that you need time to finish some important tasks. 
There are a lot of different ways to do it – just make sure you do!  

 
• ____________________________________________________________________ 

• ____________________________________________________________________ 

• ____________________________________________________________________ 

 
 
4. Set some limitations with your internet access. The internet is wonderful but it can 

be a huge time waster, especially if you work at a computer all day long. Regain your focus 
with some self-imposed rules. 

 
• _____________________________________________________________________ 

• _____________________________________________________________________ 

• _____________________________________________________________________ 

 
5. Have confidence in your abilities. This may seem like a really small thing when it 

comes to focusing and getting back on task, but believing that you can get everything done 
that you set out to do puts you in a positive frame of mind and you’ll be less distracted with 
stress and worry.  

 
• _____________________________________________________________________ 

• _____________________________________________________________________ 

• _____________________________________________________________________ 

 

Now that you’ve been introduced to five ways to focus and get back on task, it’s up to you to 
take action and learn how to focus your thoughts. If you’ve got to get stuff done, follow these 
steps so you can put yourself – and your goals – first! 
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