
 
How to Get and Stay Focused  

Mindfulness is a practice of being in the present 
moment, being fully in the now. Practicing 
mindfulness has many benefits that include, but 
are not limited to: stress management, increased 
focus, improved emotional intelligence, and 
increased resilience (Mission Be). We can practice 
mindfulness in a variety of ways: meditation, 
creating art, breathing, and focusing on one task at 
a time, etc. (Wei)  

Mindful productivity is achievable, but might 
require a shift in perception to what is productive. 
Most recently, research has proven that 
multitasking is actually serial-tasking; doing one 
thing at a time, but switching between activities in 
a quick succession (Buggy). While you multitask, 

your attention is divided between multiple tasks and that can dramatically cut down on 
productivity (Cherry).   

The following tips can help you tackle multiple tasks while remaining in the 
moment:  

Pomodoro Technique  

Developed in the 1990’s, the Pomodoro Technique is a time management technique 
developed by Francesco Cirillo. This technique uses a timer to break down work into 
intervals, traditionally 25 minutes in length, separated by short breaks.   

The six steps:  
1. Decide on the task to be done  
2. Set the pomodoro timer (traditionally 25 minutes)  
3. Work on the task  
4. End work when the timer rings and put a checkmark on a piece of paper 
5. If you have fewer than four checkmarks, take a short break (3-5 minutes) and 

then return to step 2; otherwise continue to step 6 
6. After four pomodoros, take a longer break (15-30 minutes), reset your checkmark 

count to zero, then go to step 1.  
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For the purpose of this technique, a pomodoro is the interval of time spent working 
(Wikipedia).  

Clarify what’s most important 

At the beginning of each day/week/month, take time to review what’s most important. 
Put those priorities down on paper.  

Put your phone on airplane mode 

If you’re constantly checking your social media accounts, or are getting notifications that 
are distracting, keep your phone on airplane mode. It’s still available and in reach, but 
won’t be stopping your productivity.  

Give yourself enough time (but not too much time)  

Rushing prevents you from being present to the task at hand. Just be careful not to 
leave too much time, as you will want to start working on your tasks sooner rather than 
later.  

Whether one of the techniques, or multiples, are best for you, the important thing is to 
continue to practice mindfulness through task setting. It will surely leave you feeling 
productive and in the moment.  
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