Mastering Time Management
Productivity Hacks for Staying Focused and Efficient on the Job

With competing deadlines, back-to-
back meetings and endless to-do lists,
managing time effectively at work can
feel like an uphill battle. Strong time
management skills not only boost
productivity but also reduce stress
and improve job satisfaction. Here’s
how to stay focused, work efficiently
and take control of your time.

Prioritize with Purpose

Not all tasks are created equal.
To work more efficiently, start by
categorizing your responsibilities
based on urgency and importance.
The Eisenhower Matrix—a tool that
separates tasks into four categories:
urgent and important, important but
not urgent, urgent but not important,
and neither urgent nor important—can
help you determine what to tackle first.

Begin each day by identifying your
top priorities. Focus on high-impact
tasks before getting caught up in
minor or time-consuming details. If

Find Your Purpose!

possible, schedule your most important
work during your peak productivity
hours—whether that’s early in the
morning or later in the afternoon.

Eliminate Distractions

Workplace distractions can
significantly reduce efficiency.

Emails, notifications and unexpected
interruptions can pull your attention
away from key tasks, making

it harder to stay on track.

To minimize distractions, try
techniques like time blocking—
setting aside dedicated periods for
focused work. Turn off nonessential
notifications, use noise-canceling
headphones if needed and communicate
clear boundaries with colleagues
regarding when you're available.

If frequent interruptions are
unavoidable, establish a system for
managing them. For example, schedule
set times to check emails instead of

Productivity continues

NOW HIRING ...

Full-Time Custodians
Childcare Positions

Paraprofessionals

PROVIDING ... Benefits | Work Stability | Supportive Co-workers

Child Nutrition Cooks

Substitute Teachers

Substitute Paraprofessionals

APPLY ONLINE TODAY: http://bit.ly/oronojobs

QUESTIONS? CALL: 952-449-8300
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Workplace Confidence Hacks

Simple Ways to Project Authority and Build Credibility

Confidence in the workplace can
influence how colleagues perceive
you, how leadership trusts you and
how you advance in your career.

Even if you don’t always feel
self-assured, small adjustments in
behavior and mindset can make
a big difference. Confidence isn’t
just about appearing strong. It’s
about building real self-trust in
your abilities. Here’s how to project
confidence and build credibility
in any professional setting.

Adopt Strong Body Language

How you carry yourself speaks
volumes before you even say a
word. Stand tall, maintain good
posture and make eye contact
when speaking. A firm handshake
and an open, relaxed stance
signal confidence and authority.
When sitting in meetings, avoid
slouching or crossing your arms,
as these can make you appear

disengaged or uncertain.

Be mindful of nervous habits
like fidgeting, avoiding eye
contact or speaking too quickly.
These can unintentionally
undermine your presence.
Practicing strong, deliberate
movements and maintaining
steady composure helps reinforce
a confident presence in meetings
and conversations. Even if you're
feeling unsure, adjusting your
body language can actually help
boost your internal confidence.

Speak with Clarity and Purpose

The way you communicate plays
a major role in how others perceive
your confidence. Speak at a steady
pace, avoid filler words like “um”
or “I think” and project your voice
clearly. Taking a brief pause before
responding can also help you sound
more deliberate and in control.

It’s also helpful to practice

Do you want to make
a real difference in

speaking up in meetings, 7
even in small ways. If you’re X
hesitant to contribute, start by
asking thoughtful questions or
summarizing key points to reinforce
your engagement. Over time,
participating more actively will help
build both your confidence and
your credibility among colleagues.
Additionally, preparing for
important conversations in advance
can help. Whether it’s a meeting,
presentation or casual discussion
with leadership, knowing your
key points ahead of time can
make you feel more assured and
ready to contribute. If you need
time to think, it’s okay to say,
“That’s a great question. Let me
consider that for a moment.”
Pausing before answering can
actually make you appear more
confident and thoughtful.
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Housing Support
Specialistin
St. Cloud; and
several Employment
Consultants and
Direct Support
Professionals in
Cottage Grove,
Oakdale.

le's lives?
people’s lives?
Rise unlocks potential and
opens doors to success for people
with disabilities or other
challenges through creative
solutions and customized support.

Locations Include: @ Mora @ St. Cloud @ Lindstrom

Training « Competitive Pay+ Great Benefits * Growth Potential

Technical Positions

Join our Team to enjoy benefits such as:
» Family-friendly work schedule
Paid Time Off startin days per year
o Plus paid and floating holidays
And more!

Apply today at rise.org/jobs

6@Rise.lncorporated @Rise, Inc. @rise.mn |}

Supervisor Positions

Operator Positions

I* HELIENE Careers@heliene.com




— Trello or Asana for organizing
tasks and tracking progress

— Google Calendar or
Outlook for scheduling meetings
and blocking focus time

— Pomodoro timers for breaking work
into structured, distraction-free intervals

Productivity

responding immediately to each one.
By being intentional about when and
how you engage with distractions, you
can maintain focus while still being
responsive to workplace needs.

Use Productivity Tools

Technology can be a powerful
ally in time management. Tools like
task managers, digital calendars
and project tracking apps can help
you organize your workload and
stay accountable. Consider using:

Mastering time management isn’t
about working harder—it’s about
working smarter. By prioritizing
effectively, reducing distractions and
leveraging productivity tools, you
can stay focused, meet deadlines and
create a more balanced workday.

the lead on a project or networking
with new colleagues, each action helps
reinforce your confidence. The key is to
Confidence grows when you take focus on progress rather than perfection.
initiative and follow through. Volunteer Confidence isn’t about always having
for projects, share your ideas in meetings  the right answers. It’s about trusting
and take responsibility for your work. your ability to find solutions. The
Even if you make a mistake, owning it more you step up and engage, the
and learning from it shows resilience more natural confidence will become.
and self-assurance. The more you By refining your body language,
engage with tasks outside your comfort  improving communication and taking
zone, the more you will develop a proactive steps in your career, you can
mindset of competence and adaptability. project confidence and build credibility.
It’s also important to set small, Over time, these small habits will not
achievable goals that push you to step only help you appear more self-assured
out of your comfort zone. Whether but also make you genuinely feel more
it’s speaking up in a meeting, taking confident in your professional abilities.

Confidence
Take Action and Own Your Work

d Field Service
Technician

Midwest

Sackett-Waconia is a diversified manufacturer

of bulk material handling and blending systems.
Our designs and engineering experience is
unparalleled and have set the industry standard in
reliability, performance and efficiency! We are the
premier leader in the world fertilizer industry.

We are seeking a skilled Field Service Technician
to join our team. The ideal candidate will have
expertise to diagnose, adjust, repair, fertilizer
equipment such as drag conveyors, elevator legs,
blenders, valves, floor, and tower components,
etc. at our customer sites. Willing to train!

Benefits:

401(k), 401(k) matching, Dental insurance,
Health insurance, Health savings account,
STD, Life insurance, Paid time off, Referral
program, Vision insurance.

Pay: $27.00 - $30.00 per hour.
Willingness to travel: 50%

Qualifications:

+ High School Diploma or equivalent.

» Hold Class C or higher driver license.

+ Clean driving record. Ability to obtain a
DOT Health Card.

» Prefer 2+ years in welding, portable
machining, and mechanical repairs.

This position offers a competitive salary, benefits package, opportunities for professional growth, and
the chance to work with cutting-edge technology in the field. If you are a dedicated technician with a
passion for delivering exceptional service, we encourage you to apply for this opportunity. This position
does offer discretionary bonus and profit-sharing opportunities in addition to our regular benefits.

The ideal candidate will be willing to travel the Midwest based in Waconia, MN. For a full
description and requirements:

https://www.sackettwaconia.com/company/careers/

‘Make a difference
_every day

$17.50-22 /hour
At Living Well, we transform the lives of people impacted by disabilities through the delivery
of exceptional services. Our employees make a difference every day in the lives of the
people we support by assisting them in all aspects of their daily lives. This includes
supporting them with personal cares, medication and treatment administration,
participating in activities of their choosing, being a part of their community, engaging with
people important to them, and living a full life.

We are hiring for Direct Suppert Professionals, CNA's and Assistant Program Managers in
the Twin Cities, Buffalo, Long Lake, Big Lake and Cambridge areas. Pay ranges from
$17.50-22 /hour based on position. Full-time and part-time available. Visit our website to
learn more about our open positions, including Management opportunities!
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-~ Summer Jobs %ﬁ

Starting April to early June

* No Experience Needed e Stay Active Outside

* All Training Provided e 40 hrs./week Day Shift
» Paid Holidays * Paid Time Off

e Promote Public Health e Public Appreciation

* Job Variety » Flexible Start/End Dates

200+ Seasonal
Field & Lab Positions

Starting at $17.00/hr vv
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Metropolitan Mosquito Control District

Info and Application:
mmcd.org

Affirmative Action Employer
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