
The 90-Minute Focus Rule 
The brain operates in ultradian rhythms—meaning we can only focus intensely
for about 90 minutes at a time before needing a break. Instead of pushing
through fatigue, structure work in natural energy cycles.

How? Block 90-minute deep work sessions, followed by a 15-minute break.
Tools to try: Toggl or Clockify for smart time tracking.
Bonus: Employees who respect these cycles report higher focus & less
exhaustion.

The 2-Minute Rule: Beat Procrastination Fast 
Got small tasks piling up? If something takes less than 2
minutes to complete, do it immediately.

Why it works: Clears mental clutter & prevents “small
tasks” from growing into overwhelming projects.
Best for: Answering quick emails, filing reports, setting
calendar invites.
Pro tip: Pair it with the 5-Minute Rule—if you struggle to
start a big task, commit to just 5 minutes. You’ll often
keep going!

The Eisenhower Matrix:
Prioritize Like a Pro 
Feeling overwhelmed? Not all tasks are
created equal. The Eisenhower Matrix
helps separate urgent vs. important so
you can focus on what truly moves the
needle.

How it works:
 Urgent & Important → Do it now!
 Important, Not Urgent → Schedule it.
 Urgent, Not Important → Delegate it.
 Neither Urgent nor Important → Delete
it!

Why it works: Stops burnout by
eliminating low-impact tasks while
keeping high-value work front and
center.
Try it with: Todoist or Trello for
visual organization.

The Power of No-Meeting Mornings 
Meetings can be productivity killers. Research shows that
employees are most mentally sharp before noon—so why
waste that time in endless calls?

Try this: Establish "No-Meeting Mornings" so teams can
focus on deep work before noon.
Tools to help: Clockwise auto-schedules deep work
time for employees.
Bonus effect: Fewer meetings = less burnout, more
autonomy, and better results.

Digital Detox: Break the Cycle of Distraction 
Your brain isn’t built for constant notifications. Studies show that it takes 23 minutes to
refocus after an interruption. The best teams actively reduce distractions to stay
productive.

Tech-free focus sprints: Encourage employees to put phones on airplane mode for set
time blocks.
Use “Do Not Disturb” features in Slack, Teams, or Google Calendar.
Try website blockers: Freedom or Cold Turkey prevent mindless scrolling.

5 science-backed techniques that boost workplace efficiency while
keeping stress in check

https://www.toggl.com/
https://clockify.me/
https://todoist.com/
https://trello.com/
https://www.getclockwise.com/
https://freedom.to/
https://getcoldturkey.com/

