
Avoid  These  10  Business
Habits to Increase Workplace
Productivity

Opinions expressed by Entrepreneur contributors are their own.

Project  schedules  are  often  crucial  for  success,  and  any
setbacks can be costly, both financially and in terms of one’s
reputation.  While  many  elements  can  contribute  to  project
delays,  some  of  the  most  common  culprits  are  business
activities  that  impede  progress.

Let’s  delve  into  ten  business  actions  that  can  obstruct
project efficiency.

Related:  10  Bad  Habits  Preventing  Your  Business  From
Succeeding

1. Excessive meetings
As an advocate for asynchronous communication, I have strong
views  regarding  meetings.  They  are  necessary  for
communication, but too many can be counterproductive. Long,
frequent meetings without clear aims can lead to decision
gridlock and time wasted. To combat this, plan only necessary
gatherings with well-defined objectives and promote explicit
conversations.

You may streamline your meetings by focusing on outcomes,
deliverables and individual roles and obligations. You may
also  adopt  performance-driven  approaches  to  propagate  work
productivity  further  down  the  hierarchy.  Roadmaps,  which
specify the upper-level scope, vision and timeframes, are the
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foundation upon which projects are constructed and executed.

2. Excessive analysis
Analyzing every aspect of a project can result in analysis
paralysis. While comprehensive planning is vital, excessive
scrutiny can decelerate progress.

Embrace  Agile  Techniques:  Embrace  agile  methods  for
iterative planning and adaptability.
Set Milestones and Due Dates: Divide the project into
milestones  with  well-defined  deadlines  to  maintain
concentration.
Implement  Decision-Making  Framework:  Institute  a
decision-making framework to deter never-ending debates.

Strike  a  balance  by  focusing  on  key  aspects  and  avoiding
unnecessary micromanagement.

Related: Why Do Entrepreneurs Need to Take Quick Decisions

3. Bureaucratic red tape
Overbearing  bureaucracy,  including  layers  of  approvals  and
paperwork,  can  hinder  project  momentum.  To  mitigate  the
negative  consequences,  consider  streamlining  your  processes
and authorizing team members to make decisions within their
areas of expertise.

Identify bottlenecks in the approval process, then simplify
decision-making. Reduce the required approvals and ensure that
permissions are granted promptly and only when needed.

Leverage  digital  tools  to  automate  routine  administrative
tasks. Consequently, there will be less paperwork, and team
members can focus on tasks that add value.

Related: How to Employ Radical Candor in the Workplace With 5
Simple Steps
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4. Ambiguous communication
Inconsistent communication can result in misunderstandings and
setbacks. Inadequate communication is the leading cause of
project failure in 37% of cases. This statistic underscores
the importance of effective and transparent communication in
project management.

Furthermore, of the $135 million at risk for every $1 billion
spent on projects, $75 million is on the line because of poor
communication.  The  substantial  financial  risk  serves  as  a
reminder of the potentially severe consequences of ineffective
communication.

Related: 7 Leadership Communication Blunders That Could Make
or Break Your Company

5. Scope creep
Frequent  alterations  to  project  scope  can  significantly
prolong  timelines.  Scope  expansion,  or  the  broadening  of
project objectives beyond the initial plan, is a prevalent
issue that can substantially lengthen project schedules.

Define the scope upfront and manage change requests to prevent
scope  creep.  Begin  with  a  well-defined  project  scope  to
minimize misunderstandings.

You  may  also  establish  clear  processes  for  assessing  and
documenting  scope  changes.  Continuously  monitor  progress
against the established scope to identify and address scope
expansion early.

6. Inefficient resource utilization
This  issue  encompasses  all  project  resources,  including
technology,  finances,  and  materials,  beyond  manpower.
Inadequate resource management can result in costly outcomes,
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including bottlenecks, delays, and even project failure.

Continually assess and evaluate your resource needs throughout
the project’s duration to meet this challenge. Don’t merely
allocate resources at the project’s outset and forget about
them. Be prepared to make quick adjustments as needed.

Related:  How  to  Allocate  Resources  When  Everything  Is
‘Priority  1’

7. Inadequate planning
Inadequate planning can lead to confusion and delays in the
future. Invest time in comprehensive project planning, which
includes risk assessment and mitigation strategies.

This  includes  clear  project  objectives,  a  roster  of
responsibilities and deliverables, and realistic timeframes.
Incorporate provisions for risk analysis and reduction into
your project strategy. Develop contingency plans to address
potential risks that could jeopardize the project. Project
planning  is  an  ongoing  process  that  necessitates  regular
review and adjustments.

Related: 7 Time Management Strategies for Busy Entrepreneurs

8. Micromanagement
Excessively controlling team members can lead to frustration
and  stifle  creativity.  Often,  this  is  an  indicator  of
ineffective leadership and perfectionism, both of which convey
a lack of trust in the team you are working with.

Channel your inclination to micromanage by strengthening your
leadership.  Appoint  experienced  project  managers  who  can
effectively guide the team and make informed decisions.

Striving for perfection may only result in endless revisions
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and delays. Set practical quality standards and concentrate on
efficiently achieving project goals.

Have confidence in your team’s capabilities and allow them the
autonomy to complete their tasks.

Related: How to Strike a Balance Between Micromanaging and
Under-Managing

9. Absence of Responsibility
Without clear accountability, tasks may fall by the wayside.
To address this issue, establish accountability mechanisms,
set deadlines, and hold team members accountable for their
contributions.

Define  each  team  member’s  duties  and  responsibilities
meticulously.  Ensure  that  everyone  understands  the
expectations.  Establishing  clear  deadlines  fosters
accountability,  as  team  members  are  more  likely  to  take
ownership of their responsibilities.

Schedule regular check-ins or meetings to monitor progress and
discuss  obstacles.  This  makes  it  possible  to  identify
accountability issues early and provides a prompt means of
rectifying them.

10. Failure to learn from errors
Recurrent delays can occur if we fail to learn from past
mistakes.

Conduct thorough post-project assessments for each project.
Examine what worked and what didn’t, and take note of areas in
need of improvement.

To wrap up, remember that efficiency is about getting more
done with less hassle. Project schedules matter; any hiccups
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can cost money, effort, and reputation. By dealing with these
common roadblocks in your work, you’re setting the stage for
smoother project management.

Related: 5 Lessons You Learn From Your Business Mistakes

Drop the business activities that
slow you down
Make it your goal to spot and tackle problems early on, and
you’ll ensure that you keep your projects moving forward.
Prepare  yourself  and  your  team  by  fine-tuning  project
management and fostering a culture of clear communication,
accountability, and adaptability.

This way, you’re not only safeguarding your resources, but you
also establish reliability across the board.
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