
The Pomodoro Technique is a simple productivity method that will help you get
work done. All you need is a timer. Here’s how to get started:

1.Choose a task to be completed
2.Set a timer for 25 minutes
3.Work on the task until the timer rings
4.Take a 5-minute break
5.Every 4 Pomodoros, take a longer break (15-30 minutes)

Guard your time! Each Pomodoro should be uninterrupted, giving you time to
focus on just one thing. Find a low-distraction environment, close all web pages
except the one you’re working on, and put your phone out of sight (and out of
earshot). You check messages or social media on your break.
 
If someone interrupts you, either end the Pomodoro and start a new one or
postpone the distraction until you’ve finished the Pomodoro. If you can do the
latter, explain what you’re doing, schedule a time to follow up, then return to
your task. Not every interruption is easily avoided, but we often allow ourselves
to be distracted by insignificant issues. Maintaining your commitment to your
Pomodoros will pay dividends as you accomplish more than you realized you
could!

As you work, focus on the process (reading, writing, working on problems, etc.)
rather than the product (completing all the homework, etc.) Focusing on the
product can be overwhelming and can lead to avoidance; committing to 25
minutes to work on a task is more managable. 
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