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7 Tips Productivity Experts Follow When They Fall Behind On Work 
Here's how time-management experts get productive when they're overwhelmed by tasks. 

When work piles up, it’s all too easy to fall behind on projects and deadlines. Coupled with the omnipresent 
stress of living through COVID, that pile of work can start to feel like an insurmountable 
mountain. 

You are not alone if getting through the workday is feeling harder lately. Even productivity coaches and 
writers who are experts in getting things done fall behind sometimes. 

Here are some of the best tips productivity experts shared on what they do when they fall behind on 
work and how they avoid feeling overwhelmed. Their answers were lightly edited for clarity and length. 

1. Ask for help. 
When I’m overwhelmed or I’ve suddenly picked up a bunch of responsibilities on top of everything I have, I 
first sit down and try to organize everything by importance. 

This is actually the hard part ― not because of the organizing, that’s easy ― [but] stopping to try to take in 
the full scope of my work. Sometimes it feels like it’s silly to stop working in order to start working again, 
especially when you might be behind or overwhelmed. But it’s important to stop, take a break, get a little 
mental clarity. Take a walk, drink a big glass of water, make sure you’ve eaten today. 

Once you’re refreshed, come back, and try to arrange your tasks and to-dos by priority, importance 
(two different things!) and delegation. 

And when I say “delegation,” I don’t just mean stuff you can ask other people do to. I mean stuff you can 
negotiate more time for, or ask your manager to take off your plate because you’re overwhelmed, or get a 
friend or colleague to lend a hand with. 

And that’s important, too: Don’t be afraid to ask for help! So many of us get into the headspace that we 
have to be masters of all of our duties and do everything on our own or else it’ll reflect poorly on us, and 
that’s not fair to us or the people we work with. Whether you have the psychological safety to ask for help is 
a whole different question, obviously, but if you do, ask for it! I can’t tell you how many managers I’ve had 
who saw me running myself ragged and told me, “Next time, talk to me sooner, I can help you!” and actual- 
ly meant it. — Alan Henry, service editor at Wired magazine and author of the upcoming book “Seen, 
Heard, and Paid: The New Work Rules for the Marginalized” 
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2. Get everything out of your head and onto paper. 
What I like to do is get everything out of my head and onto paper. 

I actually did it today. Grab a blank sheet of white 
paper and draw a vertical line down the center and 
a horizontal line across the center, so you’ve got 
four quadrants on your page. In the top lefthand 
corner, I write, “Must do.” Top right, I write “Should 
do.” Bottom left, I write “Could do,” and bottom 
right, I write “Want to.” And I just start writing things 
out of my head into those four categories. 

When you have to decide where everything goes, it’s almost like taking a colander that strains things in the 
section that it belongs, and it really helps you clarify, “OK, there are a lot of things bouncing around in my 
head, but not everything is a must-do.” What are the deadlines that are most urgent? 

Once I feel complete with the mind sweep, I look at what’s on the must-do list, and then I’ll prioritize or 
rank, and I’ll literally write a 1 or a 2 or a 3 next to everything in order of importance. At that point, I feel 
settled down enough to know what I need to start on. –– Anna Dearmon Kornick, time management coach 
and host of the “It’s About Time” podcast 

3. Shrink the project load. 
When I fall behind on work, I spend a bit more time planning and make a list of all of the current projects I 
have on my plate. I then see if I can delegate any of those projects to someone else or drop any because 
they’re significantly less important or meaningful than the others. 

With the projects that remain, I look at their deadlines to see if I can reasonably get them all done, consid- 
ering how much time, attention, and energy I’ll have. 

If I won’t have the bandwidth, I’ll try to beat back a few of the deadlines somehow, like by letting people 
know I’ll be late ahead of time but need extra time to do a good job, or by just telling them that I’ll be late, 
hopefully well in advance. 

Ninety percent of the time I find it’s possible to shrink my overall workload with these tactics. When it isn’t, 
and I figure that the work will be worth the extra time, I’ll just work the extra hours to get it done while still 
shrinking the project load to experience less overall stress. — Chris Bailey, author of “The Productivity 
Project” 

 
4. Acknowledge ‘I am overwhelmed, and I need help!’ 
While I’m task-oriented, there are times when I get behind or get overwhelmed with distractions. My best 
practices include: 

1. Acknowledge where I am: “I am overwhelmed, and I need help!” 
2. Prioritize my task list: Are my tasks immediate, close of business or later? 
3. Limit my distractions: Check social media less or set a specific time for Q&As with students. 
4. Get by myself, behind closed doors, for a set amount of time and go full-out on completing tasks. — 
Pamela A. Reed, time management coach and author of “Unfinished Business: How to Finish What You 
Start ... Faster!” 
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5. Communicate quickly if your task involves others. 
The first thing that I do is to take a step back and just stop, because dealing with so many things hap- 
pening at one time is just information overload. 

I find doing a pause means not looking at emails, not checking the phone and just taking it all in: “This is 
what’s happening, let me collect my thoughts and get myself in a place where I can think through the 
next steps,” as opposed to, “Let me just pick something and finish it just to finish it.” 

Acknowledge it is what it is. It’s a moment in time. 

And then look at projects and deadlines. The work that you have to do: Is it just your own work or does 
it involve others? If it does, then communication to them has to be the first thing. That distinction, I 
think, is important. If someone is expecting something from you, communicate right away: “This is the 
new timeline,” “Can I get this to you by this time?” or make them aware of what’s happening. — Rashelle 
Isip, productivity consultant 

6. Ask yourself this one clarifying question. 
Defining clear priorities, I think, is the key to getting out of feeling overwhelmed. If you are in a job 
where you have a leadership team or a boss, sometimes it’s an issue of asking for clarification from them 
and saying, “These are the things I have on my plate. What should be the priority?” 

But if you are the person who has to decide what’s most important, I like to use a clarifying question 
from a book called “The One Thing” by Gary Keller. And the clarifying question is: Of all these things that 
are on my plate, what is the one thing that if it was resolved or it went away, all of these other things 
would become easier or irrelevant? What is that one domino that if that domino fell, it would make 
everything else better? — Katie Wussow, business coach for creatives and host of “The Game Changer” 
podcast 

7. Get your mind calm. 
Often people look for a one-click solution to this. But in my experience, this requires skills that you 
must practice regularly to master: stress management and resiliency, prioritization and time- and task-
man- agement. 

But when I do fall behind with work, here’s how I would put the three skills into practice. First, I’d deal 
with [feeling overwhelmed] using meditation or another mindfulness practice. You know you’ve achieved 
it when your heartbeat is at a relaxed rate. Your muscles, jaws and eyebrows become unclenched. And 
your breathing gets back to normal. 

Then, I’d write down all the tasks I needed to do. A better place to store tasks is not the brain but a 
to-do list. Similarly, a problem is easier to solve when you can see it. 

The next step is to prioritize using the Eisenhower Matrix. Do what’s important and urgent. Schedule 
what’s important but not so urgent. Delegate tasks that are urgent but not in my area of expertise and 
eliminate the rest. 

I trust the system. It all begins with a calm mind. — Samphy Y, productivity coach 
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PEPPERONI 
PIZZA BITES  

 
256 Calories | PREP TIME: 10 mins | COOK TIME: 30 mins | TOTAL TIME: 40 mins 
YIELD: 4 | COURSE: Dinner, Lunch, Snack | CUISINE: American 

VARIATIONS 
 

► Veggie with finely diced bell 
peppers or any chopped leftover 
veggies 

 
► Caprese with fresh mozzarella & 

basil 
 

► Pesto pizza with pesto & cheese 
 

► White pizza with ricotta, 
mozzarella, & Italian seasoning 

 
► Dessert pizza with Nutella & 

 

Nutrition Information 
Serving: 4 bites, Calories: 286 kcal, Carbohydrates: 31 g, 
Protein: 18 g, Fat: 9.5 g, Saturated Fat: 4.5 g, Cholester- 
ol: 30 mg, Sodium: 974 mg, Fiber: 1.5 g, Sugar: 4 g 
Source: Skinnytaste.com 

mini 
 

Olive oil spray 

1 cup unbleached all-purpose flour, 
whole wheat, or gluten-free mix*, (5 oz in 
weight) 

2 teaspoons baking powder 

3/4 teaspoon kosher salt, diamond crystal, use 
less if using table salt or Morton’s 

1 cup non-fat Greek yogurt 

2/3 cup marinara or pizza sauce 

1 cup shredded part-skim mozzarella cheese 

1 ounce turkey pepperoni, chopped 

       

  INGREDIENTS  
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► Preheat oven to 375˚F and spray two 12-cup stand size muffin tins with oil. 
► In a medium bowl combine the flour, baking powder and salt and whisk well. 
► Add the yogurt and mix with a fork or spatula until well combined, it will look like small 
crumbles. 
► Lightly dust flour on a work surface and remove dough from the bowl, knead the dough a 
few times until dough is tacky, but not sticky, about 15 turns (it should not leave dough on 
your hand when you pull away). 
► Divide the dough into 16 equal-size small balls (about 25 grams each). 
► Press each ball into the bottom of the muffin cups, allowing it to go up the side slightly. 
► Bake for 15 minutes, remove from oven, and carefully press balls down in the middle to 
create a small well. 
► Top each ball with 2 teaspoons sauce, 1 tablespoon cheese and a sprinkle of pepperoni. 
► Return to the oven and bake 3 minutes, or until cheese is melted. 
► Remove from oven and allow to cool 2 minutes. With a paring knife or metal offset 
spatula, carefully remove the bites, cutting around the top to remove any cheese that may 
have stuck to the pan. 
► Spray the pan again and repeat with remaining dough and toppings. 

 
 
 
 
 
 

INSTRUCTIONS 
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Pause, then slowly stand back up. 

This counts as one rep. Complete 12 kettlebell squats. 
Click here to view online! 

https://www.popsugar.com/fitness/photo-gallery/46153972/image/46196269/Kettlebell-Squat 

  FEATURED EXERCISE  

Featured Exercise ► Kettlebell Squat  

» Do it: 

Stand with your feet slightly wider than hip distance apart, with your toes pointed slightly 
outward. 

Hold a heavy kettlebell in front of you with palms facing each other (20 to 40 pounds). 

Either hold it upside down at the base (as pictured), or right side up, by the lower portion 
of the handle (aka the horns). Pull your elbows in toward your sides. 

 

Regular exercise can help you control your weight, reduce your risk of heart disease, and strengthen your bones and muscles. 
But if it’s been a while since you’ve exercised and you have health issues or concerns, it’s a good idea to talk to your doctor before 
starting a new exercise routine. 

Meet Ulliance Senior 
Wellness Account Manager 
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