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There has been a growing body of research that shows that mindfulness can 
improve your productivity, creativity, attention to detail. These simple and 
effective tips can increase your mindfulness throughout the work day.

Tip sheet

Practising 
mindfulness

We are always on the lookout for ways to manage 
our time and moods, to achieve maximum 
productivity and ensure some decent work/life 
balance. Mindfulness is growing in popularity as 
a relaxation and meditation approach. There is 
sound evidence that regular practise results in the 
alleviation of anxiety conditions, depression, and 
stress-related illness.

Mindfulness is a state of mind that allows us to 
disengage from mental “clutter” and feel a sense of 
clarity. Mental clutter is often made up of worries 
about the past, and fears about the future. If we 
can let go of these for periods of time and truly 
experience the current moment, we can achieve 
a greater sense of peace in our lives. Think about 
the last time you were totally “in the moment”. You 
may have been running, swimming at the beach, 
looking at the sky, or feeling the luxury of a warm 
bath. When we take time to notice these things, we 
achieve mindfulness — it doesn’t have to be any 
more complicated than that.

If we practice mindfulness at work, over time we find 
that we think more clearly and feel more confident 
about our decisions. When we avoid feeling stressed 
and tense, we have the ability to think calmly, rather 
than react to situations emotionally. This tends to 
slow us down, and enable the mental tools required 
for us to engage in healthy problem solving.

Many people who have never been able to meditate, 
or just think ‘that kind of thing is not for me’ are 
surprised that mindfulness is relatively easy to 
practise. Anyone can have a go at being more 
mindful, whether it’s while waiting in a queue at 
the supermarket or while stopped at a red light. 
Attempting mindfulness over a few weeks has 
surprisingly positive impacts. The tips below will 
help you get started.

Be aware of your surroundings
Make a decision to look at things more carefully 
as you travel to work. Really see the trees and sky, 
focus on them as you walk or travel, and try to 
let other thoughts drift away. Your focus will shift 
backwards and forwards, that’s okay, just keep 
bringing it back to the trees and sky and notice what 
this experience is like.

Be aware of what you can hear and smell in the air. 
Become conscious of how your breath feels entering 
and then leaving your body. You don’t need to try to 
control or force any changes.

As you enter your building, stop for 30 to 60 
seconds. Focus on your feet and how they feel in 
your shoes, calmly breathe in and out a few times, 
then continue your journey, reminding yourself that 
little spells of mindfulness will improve your day.

Notice when you are being truly self–aware at your 
desk. Note the times when you recognise that you’re 
tense, purposefully slow your breathing and connect 
with your body for a short time. You can achieve 
this in simple ways: by dropping your shoulders, 
closing your eyes, and taking 5 deep breaths at 
your computer. Then straighten your posture and 
continue on. Even this mini break is a stepping stone 
towards mindfulness.

When someone is talking to you, really listen to what 
they are saying, without formulating your reply or 
thinking about the past or future. A little test might 
be: “can I repeat this back or explain it to someone 

“Be happy in the moment, that’s 
enough. Each moment is all we 
need, not more.”
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Notes

else?” If not, your mind may have slipped away from 
the moment. Practising mindfulness can help you to 
minimise this.

When things become difficult at work, take 5 
minutes to sit by yourself. Close your eyes and 
practice full acceptance. Without judgment, 
accept the way things are, and feel yourself relax. 
Afterwards, you may choose to have another 
conversation about the issue, or even decide to 
resist what’s happened — but be aware that full 
acceptance is an option, especially in situations 
where you have little control over the outcome.

Breathing
Breathing is a very useful focus for mindfulness. 
Regulating your breathing is one of the most 
powerful and effective ways to shift how you’re 
feeling.

You can build your skills to do this by:
•  becoming conscious of your breath throughout 

the day (how cool air feels as it’s coming in, and 
how the warmer air feels as you breathe out)

•  noticing the connection between how you are 
breathing and what you are feeling

•  improving awareness of your breathing patterns 
before stressful circumstances (like certain 
conversations with people or times of the day). 

• Making a commitment

A simple first step is to say to yourself: ‘Today I will 
become more aware’ and practice focusing your 
attention on something specific. You might want to 
focus on gratitude, physical comforts, the breeze, 
breathing or posture. It doesn’t really matter what 
you focus on, the aim is to give yourslef a break and 
let go of unhelpful habitual thinking.


