At Pan American Bank & Trust, everyone
ﬂourishes by having the breadth of
resources to DREAM BIGGER™.
We provide personalized, grassroots
banking to propel you to your highest
aspirations, including:
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• Personalized banking
• Customized ﬁnancial resources
• Financial outreach
• Community engagement

How To Work Smarter, Not Harder

Most people equate being productive with long
hours at work drinking unlimited caﬀeine to
maintain concentration and focus. This mentality
actually leads to being less productive because of
the sacriﬁce and dread this evokes. Being
productive does not need to be such a
challenging or time consuming dilemma if
approached with the right mindset and plan.
Following are some ideas and tips to maximize
your time and productivity.

1. Tackle your toughest job ﬁrst. Assess your list of tasks for the day and eliminate the one that will be most diﬃcult, or most
unpleasant to complete ﬁrst.
2. Avoid Multitasking. Depending on your position, it may be diﬃcult to focus on only one task at a time, but focusing on
several at once reduces productivity by up to 40%.
3. Schedule Breaks Often. A short break enhances concentration, creativity and memory. Working without breaks can result
in diﬃculty making decisions, physical stress and mental exhaustion.
4. Plan a To-Do-List. Having a realistic game-plan for the day sets the tone for what needs to be prioritized, no matter what
other distractions or tasks develop. Your list should be short and manageable.
5. Use All of Your Time Eﬃciently. Time spent at the oﬃce does not need to be the only time used for productivity. Small
increments of time gathered throughout the week can add up to signiﬁcant amounts of work completed.
6. Set Deadlines. Deadlines can be motivating when completed as they increase satisfaction.
7. Be Organized. A disorganized workspace leads to misplaced or lost information, which leads to wasted time and productivity.
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8. Avoid Distractions. The average American spends up to 25% of their
workday on social media. Disable app notiﬁcations and put your phone
on silent mode at work.
9. Get Your Sleep. Being sleep deprived decreases your ability to be
productive and increases the likeliness of making mistakes.
10. Exercise. Regularly putting our body in motion improves attention
span as well as learning potential and memory capability.
Using some or all of the tips explained will help keep you on track to
accomplish more work in less time. As the wise saying states,
“Productivity is not the number of hours you work, but the amount of
work you put into those hours.”
Read the full blog on our website: www.panamerbank.com/251.htm
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