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Simplify
your tasks

Reward Your
Progress

Stick to a
routine

Indeed.com/career-
advice

Scale down your tasks into smaller
pieces. One strategy is to start with
the hardest task first.

Write down how you feel when you
meet your goal and celebrate small
milestones.

Use a calendar or a time
management app on your phone.
Try to find a quiet place to work.

Learn more about common reasons for
procrastination and the long-term effects
it can have on your career by visiting the
Indeed Career Guide.


