
Helping your team 
to manage workloads

A GUIDE FOR MANAGERS

Manging our workload can be a challenge for 
us all, particularly when there’s a lot going on. 
As a manager it may sometimes be necessary 
to support your team in managing their own 
workloads in order to remain as focused and 
productive as possible. We’ve put together 
some tips on how you can help your  
colleagues to get the most out of their day.

Trying to juggle multiple tasks at any one time can be tricky, but 
invariably some of these are likelier to be higher priority than others. 
Encourage your team members to take a step back and look at the 
overall picture, assessing which tasks need to be placed higher up 
the to-do list, and which can wait a little longer. If you are the one 
who has set the deadlines, is there any flexibility? It may be that 
some of these can be pushed back, or perhaps delegated to another 
member of the team.

Prioritise and be flexible with deadlines

828,000
workers suffering from work-related stress, 
depression or anxiety (new or long-standing) 
in 2019/201



We can’t have strengths in everything, and it’s worth bearing 
this in mind when distributing work amongst your team. If a 
particular task needs turning around quickly then it makes 
sense to give it to someone whose skillset lies in that area. 
Likewise, if someone enjoys doing particular tasks they 
may be more likely to hit the ground running with it. It is 
important, however, to ensure that interesting tasks along 
with the more mundane ones are distributed as fairly as 
possible amongst your team, as a perceived unbalance could 
be demotivating. 

When distributing and allocating tasks amongst your team, 
consider areas of development for each team member and how 
you can support them in learning new skills. Expanding your 
team’s skillset will not only help them to feel a valued employee 
but also reap future benefits with regards to productivity.

When we have lots on our to-do list, it’s tempting to jump from 
one task to another. However, this can be quite an ineffective 
way of managing our time. Instead, try blocking out time in your 
diary to focus on one job at a time, prioritising those on tighter 
timescales first. It could also be useful to only check your inbox 
at set times throughout the day to avoid becoming distracted by 
additional incoming tasks.

Know your teams’ skills and interests

Development

Block out time in diaries
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Whether you’re working in an office, factory or from home, 
encourage your team to maintain tidy workspaces. This 
can help in maintaining focus and also removes potential 
distractions. Keeping a fixed routine that clearly separates 
work time from personal time can aid in productivity, as 
it allows your team the much-needed time to recharge 
and refresh.

Encourage organised workspace 
and routines

Take time to understand why some team members may not be as productive as 
they could be. There are many reasons why this could be the case but having an 
open and honest conversation will help you to better support your team.

17.9 million 
working days lost due to work-related stress, 
depression or anxiety in 2019/201


