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The average entrepreneur has 30 to 100 projects on his plate. Modern workers are interrupted seven times an hour and distracted up to 2.1 hours a day. And four out of ten people working in large companies are experiencing large-scale corporate restructuring, and therefore are uncertain about their future. This may be why more than 40% of adults say they
lie awake at night plagued by the stressful events of the day. People ask me for answers, says Sharon Melnick, Ph.D., business psychologist and author of Just Released Success under Stress. Everyone feels overwhelmed and too busy. Is there a way to maintain a stable focus throughout the day? Is it possible to do everything that needs to be done, and
still the energy left after work? How to keep calm under so many requirements? Melnick, who has been briefed for 10 years by Harvard research and tested by more than 6,000 clients and interns, offers the following strategies to reduce your work stress before taking over your life. ACT Rather Than React We experience stress when we feel situations are
out of our control, says Melnick. It activates the stress hormone and, if chronic, wears out confidence, concentration and well-being. He advises you to identify aspects of the situation that you can control and aspects that you cannot. You usually control your actions and answers, but you don't have control over macro forces or someone else's tone, for
example. Be impeccable for your 50%, he advises. And try to get rid of the rest. Take a deep breath If you feel overwhelmed or coming out of a tense meeting and need to clear your head, a few minutes of deep breathing will restore balance, melnick says. Simply inhale for five seconds, hold and exhale in equal numbers through the nose. It's like getting
peace of mind and focusing a 90-minute yoga class in three minutes or less at your desk, he says. Eliminate interruptions Most of us are bombed during the day, says Melnick. Emails, phone calls, pop ins, instant messages and sudden, urgent deadlines conspire to make today's workers more distracted than ever. While you may not have control over
interrupters, you can control your response. Melnick advises responding in one of three ways: Accept a break, cut it off, or diagnose its significance, and create a plan. Many interruptions are repeated and can be expected. You want to have the preset criteria for which you want to do the answer, he says. You can also train those around you by replying to an
email during certain windows, setting office hours to talk in person, or closing doors when you need to focus. Plan your day for energy and focus Most of us go through the day using push, push, push approach, thinking if we work the full eight to 10 hours, we'll have more work to do. Instead, productivity is declining, stress levels go up and you have very little
energy left for your family, Melnick says. Advises planning breaks walk around the day, stretch out at the table or take a breather. Tony Schwartz of the Energy Project showed that if we have intense concentration for about 90 minutes, followed by a short recovery period, we can clean up the buildup of stress and rejuvenate ourselves, he says. Eat properly
and sleep well Eating badly will stress your system, says Melnick, who advises eating a low-sugar, high-protein diet. And when you don't sleep well, you don't get rejuvenating effects. According to the CDC, an estimated 60 million Americans do not get enough sleep, which is a critical recovery period for the body. If racing thoughts keep you from falling
asleep or wake up at night and can't get back to sleep, Melnick suggests a simple breathing trick that will knock you out quickly: Cover your right nostril and breathe through your left for three to five minutes. Changing your story your perspective on stressful office events is typically a subjective interpretation of facts, often seen through the filter of your own
self-doubt, says Melnick. However, if you can step back and take a more objective view, you will be more efficient and less likely to take things personally. He remembers one client who sent a human resources request to multiple people for an important project. When she was rejected, she immediately became angry and defended herself because she
thought she didn't believe she knew what she needed. Yet she never stopped to even think about the fact that there might be budgetary problems on their side. As soon as she was able to get out of the situation, she called the director of human resources and said, Tell me where you come from, I'll tell you where I come from, and then we'll see if we can find
a solution. In the end it worked Cool Down Fast When you feel frustrated or angry, it's a heated feeling in your body that can cause you to react, says Melnick. Instead of immediately responding-and probably over-reacting- she suggests trying a breath-cooling technique: Take a breath through your mouth as if you're sip through a straw, and then breathe
normally through your nose. Right, you will feel a cool, wasthing sensation over the top of your tongue. It's like pressing the pause button, which gives you time to think about your answer. He says: It's so powerful it even calms the other person down. Identify Self-Imposed Stress Learn to stop self-imposing stress by building your own self-esteem rather than
seeking other approval, says Melnick. If you're too captivated by how others perceive you, which you can't control, you become stressed out or participate in evasive behaviors like procrastination. Ironically, once you shift your focus from the perception of your work from the rest to the work itself, you are more likely to impress them. Prioritize your priorities
With competitive deadlines and rapidly changing priorities, it's important to define what's really important and why. That requires clarity, melnick says. It is important to your role in the organization, the company's strategic priorities and your personal goals and strengths. Cull your to-do list by focusing on those projects that will have the greatest impact and are
best aligned with your goals. Reset panic button for those who become panic-y and shortness of breath before the presentation, Melnick says you can quickly reduce your anxiety with the right acupressure point. Placing the thumb on the side of the middle finger and immediate use of pressure helps regulate blood pressure. Influence others Even if you're
responsible for your behavior and outlook, you're still dealing with other people's stressful behaviors, Melnick notes. He advises confronting a co-worker or employee problem by emote bad behavior in a respectful tone, describing the impact on the team and individuals, and demanding change. For example, constant negativity can be addressed this way:
When you speak in a critical tone, it's uncomfortable for others and less likely to see you as a leader. I understand your frustration, but I'm asking you to bring concern directly to me so we can discuss them. By transferring ownership of the problem, you are more likely to resolve it. Be Your Own Best Critic Some 60,000 thoughts stream through your mind
every day, Melnick says, and internal negativity is just as likely to stress you out as an external event. Repairing? Instead of being cruel and critical of yourself, try pumping yourself up. Stimulating thoughts will help motivate you to achieve and ultimately train you to inspire others. Follow me on Twitter, Facebook and Google+. More on Forbes: Last updated:
October 14, 2018 Creation date: July 1, 2014 5 min read Anyone who has ever held a job at some point felt the pressure of work stress. Every job can have stressful elements, even if you love what you do. In the short term, you may be under pressure to meet the deadline or meet a demanding commitment. But when work-related stress becomes chronic, it
can be overwhelming - and harmful to both physical and emotional health. Unfortunately, such long-term stress is all too common. In fact, the APA Annual Stress in America survey consistently found that work is cited as a significant source of stress by most Americans. You can not always avoid the tension that occurs at work. Nevertheless, you can take
steps to manage work stress. Some factors tend to go hand in hand with work-related stress. Some common workplace stressors are: Low pay Excessive workload Few opportunities for growth or progress Work that is not engaging or challenging Lack of social support that does not have sufficient control over work-related decisions Conflicting requirements
or unclear expectations of performance Work stress does not disappear only when you head home for the day. When stress persists, it can take a toll on your health and well-being. A stressful work environment can contribute to problems such as headache, sleep disorders, short mood and difficulty concentrating. Chronic stress can result in anxiety,
insomnia, high blood pressure, and a weakened immune system. It can also contribute to health conditions such as depression, obesity, and heart disease. Exacerbating the problem, people who experience excessive stress often deal with it in unhealthy ways such as overeating, eating junk food, smoking cigarettes, or abusing drugs and alcohol. Watch the
stressors. Keep a diary for a week or two to see which situations create the most stress and how you respond to them. Record your thoughts, feelings, and information about the environment, including people and circumstances, physical settings, and how you responded. Did you raise your voice? Have a snack from the vending machine? Go for a walk?
Taking notes can help you find patterns between stressors and your reactions to them. Develop healthy reactions. Instead of trying to combat stress with fast food or alcohol, try to make healthy decisions when you feel that tension is rising. Exercise is a great stress-buster. Yoga can be an excellent choice, but any form of physical activity is beneficial. Also
make time for hobbies and favorite activities. Whether it's reading a novel, going to concerts, or playing games with your family, be sure to set aside time for things that bring you pleasure. Getting enough quality sleep is also important for effective stress management. Build healthy sleep habits by limiting caffeine intake late in the day and minimizing
stimulating activities, such as computer and TV use, at night. Set boundaries. In today's digital world, it's easy to feel the pressure to be available 24 hours a day. Create boundaries of working life. This could mean that the rule is not to check emails from home in the evening or not to pick up the phone during dinner. Although people have different
preferences when it comes to how much they mix their work and home life, creating some clear boundaries between these realms can reduce the potential for work-life conflict and the stress that goes with it. Take the time to recharge. To avoid the negative effects of chronic stress and burnout, we need time to replenish and return to our level before stress.
This recovery process requires shutdown from work because you have certain periods when you are not involved in work activities or thinking about work. Therefore, it is important that you disconnect from time to time in a way that suits your needs and preferences. Don't let your vacation days waste. If possible, take time off to rest and rest, so you return to
work feeling revived and ready to perform at best. When you can't take time off, get quick support by turning off your smartphone and concentrating your attention on non-work activities for a while. Learn to relax. Techniques such as meditation, deep breathing and mindfulness (a condition in which you actively observe current experiences and thoughts
without judging them) can help to melt stress. Start by taking a few minutes each day to focus on simple activities such as breathing, walking, or enjoying a meal. The skill of being able to focus purposefully on one activity without distractions will be stronger with practice and you will find that you can apply it to many different aspects of your life. Talk to your
supervisor. Employee health is associated with productivity, so your boss has an incentive to create a work environment that promotes employee well-being. Start by opening a conversation with your supervisor. The purpose of this is not to lay out a list of complaints, but rather to come up with an effective plan for managing the stressors you have identified
so that you can perform at your best to work. While some parts of the plan may be designed to help you improve your skills in areas such as time management, other elements may include identifying employer-sponsored wellness resources that you can use, clarifying what is expected of you, getting the resources or support you need from colleagues,
enriching your work with more challenging or meaningful tasks, or making changes to your physical workspace to make it more comfortable and reduce tension. Get some support. Receiving help from trusted friends and family members can improve your ability to manage stress. Your employer may also have resources for managing stress available through
a program to help employees, including online information, available counseling, and referral to mental health professionals, if necessary. If you continue to feel overwhelmed by work stress, you may want to talk to a psychologist who can help you better manage stress and change unhealthy behaviors. The full text of the articles from the APA Help Center
can be reproduced and distributed for non-commercial purposes with credit from the American Psychological Association. All electronic reproductions must refer to the original article in the APA Help Center. Any exceptions to this respect, including extracts, paraphrasing or reproduction in a business work, shall be submitted in writing to the APA. Images
from the APA Help Center may not be reproduced. Reproduced.
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