
Tips, Insights & Tactics
The Immutable Link Between 
Happiness and Productivity

It’s common sense, proven time 
and again through research: happy 
workers are more productive. In fact, 
a positive outlook improves problem 
solving, teamwork, energy, motivation, 
confidence and much more. So how  
do you get there? Our tips will show  
you the way.

Start from where you are. 
There are things you can change, things you can influence and things 
that require small miracles to change. Focus your energy on the areas 
where you can really get results. Regardless of how you feel about your 
current job or situation, use your positive energy and effort to make the 
most out of it.

Leadership

Obviously, management’s dedication to fostering a satisfying workplace 
makes a huge difference. But everyone can make the choice to lead by 
example through their conduct, intentions and actions. Think in terms of 
your personal career and reputation. Keep making things better. 

Strive to gain an understanding of the bigger picture. When you can 
relate how what you do contributes to company or department goals, it 
helps you work more effectively and provides greater satisfaction.

Work is most fulfilling when we stretch ourselves. Seek out assignments 
that encourage personal growth and involve learning new skills. However, 

it’s a balance. Aim to be challenged, not overwhelmed. If possible, take 
time to reflect on your accomplishments before you immediately jump 
into the next challenge.

When people feel honesty, respect and fairness, their motivation, trust 
and effort rises. Conduct yourself with integrity to inspire positive 
behavior in those around you, regardless of your relationship or position.

Find a way to become engaged with whatever task or project you’re 
working on. If you can find purpose and drive in difficult situations, your 
success creates the potential to move forward into new areas more 
easily.

Physical

Dissatisfaction on the job or at home arises from a wide variety of 
factors. In addition to working through positive changes to directly 
improve the way you feel, you can help your physical self weather the 
storm more easily with a few simple improvements.
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Flush your system. Coffee and tea are office staples, but consumed in 
large quantities they can actually contribute to dehydration. Water is still 
the most natural, economic option to help maintain peak hydration.

Office work—in particular, sitting at a computer all day—can be 
physically stagnating. Muscles get stiff, eyes get sleepy. Give yourself 
a literal lift. Stretch, get up and walk around once every hour or so to 
refresh your body and mind. If weather permits, catch some daylight 
outside. Even a momentary break is rejuvenating.

Take time to ensure your workstation or office is ergonomically fit. 
With as much time as most office workers spend in their cubicles, it’s 
important to make sure your workspace is supporting your efforts. If 
you’re on the phone for long periods, get a headset. If the date of your 
last prescription is getting blurry, get a corrective lenses update.

Renew

Multitasking is on everyone’s mind in today’s workplace. Combine a 
rejuvenating break from computing with other priorities like building 
relationships. Drop in on a colleague just to say hello. Chances are 
they’ll be delighted you came by just to see them, not to ask them to do 
something.

Email, IM and texting speed communication efficiencies. But they don’t 
necessarily build relationships. Use them as complements to face-to-face 
communication, not as a replacement.

With an ever-growing To Do List, it’s tempting to grab lunch at your 
desk and keep whittling away at your action items. It may seem 
counterintuitive, but it’s actually more productive in the long run to get 
away from your desk. Whether you escape to the lunchroom or a local 
cafe with a colleague or client, the social, physical and mental benefits 
of a proper break will boost your energy and increase your afternoon’s 
productivity. 

Does it feel like you see more of your “work spouse” than your real 
family? Unfortunately, your perception may be correct. When you 
take a break from the action on your work calendar, give your spouse, 
significant other or your kids a call. It’s a great way to break the work-
trance and remind yourself you’re working to live, not the other way 
around.

Time Management

Creating or maintaining balance in a dynamic work environment will 
always be a challenge. Take charge of whatever portion of your schedule 
you can control. Start with a daily task list. It’s one of the best tools to 
ensure your high-priority items stay on track. If you find there’s never 
time for specific lower priorities items, it may be time to reevaluate 
them—delegate, delete or reprioritize.

If your situation provides flexibility over your own schedule, use it. If 
not, take heart in knowing the trend is toward allowing employees to 
manage their schedules themselves. As long as quality and quantity are 
maintained, management is becoming less concerned about when and 
where the work gets done.  

If your productivity is being derailed by continual interruptions from 
email, stop responding to every new inbox arrival. Turn off the audio 
alerts and minimize email windows. Take control by scheduling a specific 
time on your calendar for email. Otherwise, ignore it. If someone, like 
your boss, requires more immediate response, you can set up a special 
notice that will alert you when one of their emails arrives.  

Environment

The specifics of the environment where we work affects our productivity 
and how we feel about our jobs. Basics include proper physical 
support—a good ergonomic workspace, adequate lighting, etc. Invest 
your mental energy in things you can affect and strive to let go of things 
outside your sphere of control; for example the quiet of a private office.

Excessive noise in the workplace evokes a fight or flight response. It 
breaks concentration and increases tension. Researchers report the most 
irritating office noises are too-loud conversations, ringing phones and 
loud equipment. Carpeted floors and cloth cubicle walls help absorb 
sound, but if office noise is an issue where you work, sound-reducing 
headphones may be the most practical solution.

Temperature is another key comfort factor. What’s optimal varies by 
individual, and even by job function; but for most workers, temperatures 
in the 70’s are considered comfortable. Fine tune your personal comfort 
zone by dressing in layers.



Trade-In Savings 
Trade in nearly any non-Xerox printer or multifunction printer for a 
cash rebate of up to 10% of the cost (ERP: Estimated Retail Price)—
before any applicable Instant Savings price reductions. To see how 
much you can save now, visit xerox.tradeups.com

Customers with an older Xerox® device automatically qualify for 
a full 10% cash-back rebate, based on the cost (ERP) of your new 
purchase. No trade-in required. Simply keep your older model for 
secondary use. The Customer Appreciation Rebate is another one of 
the many ways we reward customers for choosing Xerox. For details 
visit xerox.com/office/claim

Tips for Managers
Managers have an important influence on the morale of their direct 
reports. Here are a few tips managers can use to contribute to their 
employees’ happiness and productivity.

•	 When contemplating change, seek feedback while formulating 
and finalizing decisions.

•	 It’s more effective to coach people, than telling them what to do. 

•	 Unless it requires unique skill or expertise, don’t ask an employee 
to do something you wouldn’t do yourself. 

•	 Lend a hand when you see something that needs to be done.

•	 When you model how to deliver constructive feedback, you’re 
also training your team how to do it.

•	 Recognize and emphasize each individual’s strengths. Offer 
coaching to help your staff work through issues and roadblocks.

•	 Micromanage less, show confidence in abilities more. Focus on 
what you want done, not how to do it.

Visit us on the web or ask your local Xerox provider 
about our comprehensive line of printers and 
multifunction printers. xerox.com/office
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