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Have you ever put off a task, setting it to one side and turning to something 
else that’s either more appealing or less frustrating? Whether it’s a demanding 
task or a mundane one staring us in the eye, It’s not uncommon to want to 
switch gears. For example, do you know any assistant who hasn’t, at one time 
or another, deferred polishing a set of minutes?

In approaching an important or difficult conversation, it makes sense to 
choose our timing thoughtfully. Yet, each time we delay a task or an important 
discussion, we’re creating another challenge for ourself.    There’s the matter of 
how we impact our colleagues and other stakeholders, and how they perceive 
us. The more frequently and longer we procrastinate, the heavier the potential 
hit to our effectiveness and our reputations. 

The fact we procrastinate does not necessarily mean we’re not invested in 
our career, or that we don’t care about our colleagues’ needs or our own 
reputations. In fact, if you’ve heard me speak about choosing resilience over 
perfection, you’ll know I believe many instances of procrastination are in fact 
warning flags that we may be a perfectionist.

Shedding perfectionist tendencies requires effort, yet it can be done. Similarly, 
we can change our practices when we’ve developed even a longstanding 
habit of procrastinating. It’s a matter of our mindset. If you’re ready to stop 
procrastinating, think about it in the context of premium outcomes. With that 
in mind, here’s my PREMIUM apronym to help you focus the steps you’ll take 
to stop procrastinating. As you embark on this, be aware your world won’t 
change overnight. Rather, as with anything else worthwhile, you’ll achieve the 
outcome you’re after through persistence and an eye on the end results. 
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A PREMIUM Approach to Help You Stop Procrastinating

P:  Perfection should not be our goal. 
While accuracy and quality are important, perfectionism can be time consuming, draining 
and often unrealistic. Perfectionists may hold off on important conversations until the 
situation or timing seems just right, or until they feel fully prepared or qualified to make 
their points. If you’re a perfectionist, you may be uncomfortable presenting deliverables – 
minutes, a report, an email, an itinerary, a presentation or anything – until they’re polished 
to sometimes unnecessarily high standards. There’s a reasons this sounds as though I 
know what I’m talking about; I laughingly describe myself as a recovering perfectionist. 
Plan to replace that perfectionism with a focus on performance. You’ll save time and 
energy in the process.

R: Reward yourself. 
Take a bit of time to sort out what rewards or incentives will work for you. How will you 
celebrate each time you’re tempted to put off a task or conversation, yet you push 
through? Each time you stare down that tendency to procrastinate, and instead tackle 
whatever is on your plate, find a way to celebrate this progress. You may do an internal 
happy dance, you may enjoy a nice mug of coffee or tea, or you might decide to go for a 
five minute walk to savour your progress. 

You may decide to reward yourself with something as simple as a check mark. That can 
be very gratifying. In my last role, I supported a board and its five committees. I planned, 
recorded and attended up to 60+ meetings annually. It wasn’t that I procrastinated 
when it came to producing minutes in a timely manner, so much as a case of having 
a heavy workload. As an incentive to keep those minutes rolling out as quickly as the 
meetings rolled around on my calendar, I created a document to track the timeliness with 
which I produced and circulated every single agenda and every single set of minutes 
in a calendar year. I set a goal of circulating minutes within five business days of each 
meeting. This was no small challenge, as we’d have up to four meetings in one given 
week, and another four the following week! It was satisfying each time I filled in a section 
of that table, confirming I’d met or exceeded a given goal. This was also a useful tool 
when it came to performance reviews, and quantifying my contributions and impacts.

E: Eat those frogs! 
Just please don’t feel the need to take this literally. You may be aware of the book, “Eat 
That Frog!” Those of us who endorse this approach have others to thank for the concept, 
which is quite a visual, isn’t it? Samuel Clemens, also known as Mark Twain, is believed 
by many to have first coined the words, “If it’s your job to eat a frog, it’s best to do it first 
thing in the morning. And if it’s your job to eat two frogs, it’s best to eat the biggest one 
first.” Loosely translated to career insights, the message is that, if we begin our day by 
tackling the least appealing tasks, we can do so with the comfort of knowing those tasks 
are done with and out of the way. Our day is likely to go only uphill from there.
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M: Manage your tasks, and manage your surroundings.
Let’s begin with the tasks. If something seems challenging or even intimidating, or is 
complex and time consuming, it helps to break it down into manageable segments. 
It’ll feel good to knock off each piece of the larger task. When it comes to managing 
your surroundings, this may be more challenging than ever when working remotely. 
While interruptions come at assistants throughout the day, you can take responsibility 
for ensuring you don’t interrupt yourself. That means minimizing distractions. Make a 
commitment to yourself that, particularly when you’re tackling a task you don’t especially 
enjoy, you’ll refrain from paying attention to emails and other messaging apps as well as 
social media and other distractions. 

With so many of us engaged in remote or hybrid careers, you may be hesitant to be seen 
as unavailable. If that’s the case, have a conversation with your principal (boss) and other 
stakeholders to let them know you’re committing some uninterrupted time to certain 
priorities during the day, yet you’ll check for messages once every hour or half hour. 
Collaborate on systems so that, if there’s a pressing need for a colleague to reach you, 
they can do so by phone or some other agreed-upon means with confidence you’ll pick 
up even if you are on task. 

I:   Identify when and why you procrastinate. 
Let’s start with the why: Do you put things off because of a lack of knowledge, training, 
or resources such as time? Is it a workload issue? Does your procrastination point to a 
need to be better organized, or to refocus how you prioritize responsibilities? Is it a case 
of reconciling yourself to the unloved, mundane and challenging aspects of the role, or 
whittling away at a tendency toward perfectionism?  

It can also help to identify when you’re at your best, and your most productive. Are you 
a morning person, or do you pick up steam as the day progresses? Would you be best 
served by “eating the frogs” when you know you’re at your most productive, whether 
that’s early or late in the day?

U:  Understand yourself, and understand how you can tackle 
procrastination. 
Once you’ve identified why you procrastinate, and whether you may be more inclined 
to do so at certain points in the day, you’re positioned to do something about it. Do you 
need to develop and put forward recommendations on training or workload? Perhaps 
it’s time to look at organizational skills and resources, or how to best prioritize the varied 
tasks at hand. Understand what motivates you, and how you’ll hold yourself accountable 
and reward yourself for progress. 

M: Manage yourself. 
Along with the extent to which we’re self-motivated and resilient rather than focusing on 
perfection, this comes down to emotional intelligence, also known as EQ and EI. When 
we identify why we procrastinate, the incentives and rewards that will help us progress, 
and whether perfectionist tendencies play a part in our procrastination, we’re working on 
self-awareness. The better we manage ourselves, the better we’re able to manage tasks, 
time and priorities.
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