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INTRODUCTION
For most lawyers, working in a law firm is incredibly
demanding, and finding free or low-cost ways to save
more hours is crucial.
 
Lawyers like you are the most inspiring people to work
with because you're resilient and can achieve anything
you set your mind to.

While this is an amazing quality, we’ve noticed that this
can lead you to put too much pressure on yourself.

After all, you DID survive law school. 

...but this shouldn't be the case. 

We’ve put together this quick guide to help  you
improve your work-life balance.

Some things we’ve learned throughout our journey is
that every hour you’re not spending doing your best
work is money wasted. On top of that, every hour you
spend doing unproductive work, means time poorly
spent. When we learn how to use time wisely at work,
we not only see the results reflected in our income, but
also in our personal lives. 
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When we think of being more productive at work, we
immediately relate that thought to money and how
much more we can make. But that’s not all. The real
change comes after knowing how to work productively,
as we are not only capable of reaching our financial
goals, but we also get to see the positive consequences
of it. Getting to spend less time at the office and more
time with your loved ones, for example, is a great
benefit. 

How would working two hours less everyday sound for
you? Unreachable? The good news is that while it
seems like a large goal to achieve, there’s no other way
to attain it but by doing small changes. Besides, each of
these small changes are goals that you can reach in the
same day. 

Applying these tips combined will certainly make the big
difference that you will be able to see in your overall
life.

Here’s our guide to improving productivity as a lawyer.
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We’ve all heard how meetings often affect productivity
in a negative way. It’s not a secret that the less
meetings you have, the better. In fact, Harvard
researchers released a survey on the topic. 

They surveyed 182 senior managers in a range of
industries; 65% said meetings keep them from
completing their own work, 71% said meetings are
unproductive and inefficient, 64% said meetings come
at the expense of deep thinking, and 62% said
meetings reduce opportunities to bring the team closer
together.
 
With that in mind, we highly encourage lawyers to try
this out by themselves. 

Start by picking a day, preferably a weekday, where you
think it will be easier to have no meetings at all: video
calls, chats, or phone calls with clients. Get rid of all of
those for a day and focus only on finishing your main
tasks. 
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By eliminating these distractions, you can concentrate
for longer periods of time. Even if a small distraction
arises, like an email for example, it will be much easier
to get back to work. 

This strategy is meant to increase your active working
hours, but that’s not the only positive outcome.
Knowing that you won’t be bothered all day helps you
clear your mind as well. It creates a more peaceful
environment for your daily activities. 

In case a full day without meetings sounds challenging,
we encourage you to start by setting aside at least a
good amount of hours of your day. A good experiment
is to always compare and see the results. 

Try scheduling the same activity at the same hour on
two different days. One without meetings, and the
other one after or before a meeting. Pay attention to
how you feel, and how much you get done. 
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According to studies published in the Wall Street
Journal, simply by changing your workplace
environment, or even just moving your desk, it’s
possible to increase your productivity. 

Working in the same place every single morning can
become tiresome and dull for the human brain. By
switching up your workspace, however, you may be
able to boost your productivity.

If your office space is big enough, try going into
different parts of the office for two consecutive weeks,
then go back to your regular routine for another two
weeks. 

After that, see if there’s anything else you can do to
improve your productivity. Standing up regularly and
breaking up those long sitting hours indeed improves
your cognition.
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In fact, studies have shown that prolonged sitting
reduces the thickness of the medial temporal lobe,
which is the part of our brains responsible for learning
and memory.

If you want to take this to the next level, standing desks
can be an option too. 

One study showed the difference between two groups
taking the same test. The goal was to compare their
performance. The first group was sitting, while the
second one was doing the test standing. 

The questions from this test were specially designed to
measure their selective attention. The results showed
that those who were standing defeated those who
were sitting by a 32-millisecond difference.
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The idea behind doing deep work is to have as few
distractions as possible. Each time you start a new
activity or pause a current one, getting distracted
comes very naturally for our brains. 

Spending a couple of minutes doing something that
isn’t related to your work might not sound like a huge
problem. After all, 5 minutes won’t hurt an eight-hour
shift, you might think. The problem isn’t exactly how
many minutes you waste. The real issue lies in how
much harder it gets to concentrate after getting
distracted. Therefore, the real time that you waste
comes after the distraction. 

According to a University of California Irvine study, “it
takes an average of 23 minutes and 15 seconds to get
back to a task after getting distracted.” 

Let’s say you only get distracted a couple of times a day,
the amount of time you lose as you struggle to get back
in the zone is significant. 
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Monastic: Deep work that takes place over a long
period of time. This could be weeks or months,
even years if you have that luxury. This is an optimal
route for people who want or need to immerse
themselves in a project or discipline, the way Bill
Gates did with BASIC.

Translating that into numbers; if you get distracted
three times a day, you’re losing an hour of work. A
whole hour.  

In order to avoid this, we highly recommend doing
deep work. Deep work is the ability to concentrate
deeply on a difficult task for prolonged periods of time
without getting distracted. 

Here are a few tips on how to implement this strategy.

First, schedule a time in your agenda when you’ll focus
on deep work. 

Take this time seriously and turn off your notifications.
Set a limit on how many hours your session is going to
take and stick to it. 

Then, choose your approach: 
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Bi-modal: Takes place over two or three days.

Rhythmic: Lasts several hours.

Journalistic: Last moments. Used only by the most
disciplined and structured people.

Next, start small.
Just like a muscle, our brains need to be trained in
order to develop the ability to concentrate for long
periods of time. Start by scheduling one or two hours,
and scale as you feel progress. 

Set goals for each session
Decide what you’d like to get done each time you
practice deep work. This goal will help you focus only
on one thing, and it will be easier to drive your energy
towards that goal. 

Evaluate the results 
Analyze how much you get done with deep work, and
compare it to when you’re not implementing it.
Evaluating ourselves has multiple benefits. It can
motivate us to do more, and better. It shows us which
tasks are better done with deep work, and therefore we
can schedule these in our sessions. It can show us what
we need to improve. 
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If you want to increase your productivity, isolate
yourself from other distractions for a certain number of
uninterrupted minutes each day.
 
The University of London’s researchers shared their
study on how having regular me-time improves
productivity. They studied 362 professionals during a
month while having high quality me-time. The goal was
to assess their perceptions on work-life balance,
engagement at work and life satisfaction. The results
showed that they were ultimately more engaged in
their everyday professional activities. 

Me time can mean something different for every
person - but it has to feel like good quality time with
yourself . Scrolling on social media while sitting at your
desk might not be the best option. Going out for a walk,
calling a loved one, playing something you enjoy, all of
these are highly recommended. 

.
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Schedule a 30-minute session every day where you
focus on ''me time'' and pay special attention to how
you feel at the end of the day, as well as how much you
accomplished compared to those days where you
didn’t have ''me time''. 

Taking time off from your daily work schedule may
sound challenging at first. Nobody wants to pay for an
office space knowing that it won’t be used to their
maximum. 

Besides, you may be thinking of all the things you can
complete during that time. The truth is, that we are not
machines. Our brains can’t work like that. We are lucky
to live in a century where we have all this data and
studies to show us how to do things right, how to work
more efficiently. 
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Finally, if you're looking for an easy way to manage your
time, consider outsourcing some of your admin tasks
through Stafi. 

You'll be able to focus on the things that really matter;
like helping clients, and getting their cases resolved
quickly and effectively. 

After working with lawyers for several years, we know
that sometimes making changes may feel like a long,
stressful adjustment. Especially in the legal profession,
when deadlines are crucial. 

The good news is that you don’t have to do this alone.
By working with us, we take on the most time-
consuming tasks so that you can work on those things
that your time is better served. 

Use 
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When you work with us, you get the benefit of fast-
forwarding to a more efficient and productive work
environment. 

In the meantime, implement the tips we shared
throughout this guide, at your own pace. In other
words, you get the best of both worlds. 

Learning to work more productively means that you
take care of your business, as well as yourself. When
your work-life is stressful, it can carry over in your
personal life as well. 

Delegating is a big part of productivity too. 

The best teams move like clockwork because they know
that one person can’t do everything on their own.  They
assign specific tasks to those who can handle them
better. Everyone brings their best to the team so they
can focus on what they’re better at and the results will
show

Start working more productively today. 

Don’t hesitate to contact us for your delegating needs. 
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Click here to book a call
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