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From Pressure to Performance
Stay Calm, Think Clearly and Manage Work Peacefully

Workplace demands can motivate us, but sustained pressure without enough time, control, or support can affect health and performance. This handout helps you notice early signs, respond calmly, manage competing demands, and build habits that support sustainable performance.
1 - Understand pressure and stress
Pressure is a demand to respond or perform. A manageable challenge can sharpen attention; stress can arise when demands feel greater than the resources available. The same situation may affect people differently depending on workload, experience, support, and circumstances outside work.
Identify the source: Look beyond the immediate task. Common workplace pressures include unclear instructions, frequent interruptions, conflicting deadlines, uneven workloads, and uncertainty about who makes a decision. Naming the specific problem makes it easier to request a useful change. For example, replace “I have too much work” with “Three reports are due on the same afternoon, and each needs two hours of focused work.”
2 - Recognize your early warning signs
Physical: Headaches, muscle tension, tiredness, disturbed sleep, or changes in appetite.
Emotional: Irritability, anxiety, feeling overwhelmed, or losing motivation.
Thinking: Difficulty concentrating, forgetfulness, indecision, or seeing every task as urgent.
Behavioural: Withdrawing, working longer without progress, increased conflict, or skipping breaks.
Notice patterns rather than judging a single difficult day. Ask yourself: What happened before I felt this way? Which demands or situations keep recurring?
For a few working days, note the situation, your response, and what helped. Look for repeated triggers, such as last-minute requests or unclear handovers. Use these observations to choose one change you can make and one issue to discuss with the person who can help resolve it.
3 - Pause before you respond
When pressure rises, pause briefly. Relax your shoulders and take a few slow, comfortable breaths. Identify the immediate issue, separate facts from assumptions, and decide on the next useful step. If needed, ask for a moment before responding to a difficult message or conversation.
Example: Before replying to an urgent email, clarify the deadline and impact, then confirm what you can deliver and when.
Check your interpretation: An unanswered message does not automatically mean disapproval, and a request marked urgent may still need clarification. Ask what is known, what you are assuming, and what information is missing. Focus first on actions within your control, such as preparing an update, asking a question, or agreeing on a realistic next step.
Practical Strategies for Daily Work
4 - Manage priorities and workload
List and clarify: Write down your commitments, deadlines, and expected outcomes. Ask which task has the greatest impact and which truly needs action today.
Agree on trade-offs: If priorities conflict, discuss them with your manager. Ask which deadline can move, which task can be delegated, or what resources can be added.
Break work into steps: Divide a large assignment into manageable actions. Schedule focused time and allow a realistic buffer for interruptions.
Review and adjust: At the start of each day, identify your most important tasks. Review progress and reset priorities when new demands arise.
A useful phrase: “I can complete A by today or B by tomorrow. Which should take priority, and can we adjust the other deadline?”
Manage interruptions: Where your role allows, agree on short periods for focused work and check routine messages at planned intervals. Keep a simple list of new requests so they do not displace existing commitments without discussion. Confirm how genuinely urgent matters should reach you.
5 - Build habits that support resilience
Protect recovery: Aim for a regular sleep routine, take brief breaks, and make space for activities and relationships outside work.
Move and nourish yourself: Include regular physical activity, drink water, and eat regular balanced meals where possible.
Set workable boundaries: Agree on response times and availability, and communicate early when a commitment is at risk.
Stay connected: Share concerns with a trusted colleague, manager, friend, or family member. Asking for support is a practical step.
Close the working day deliberately: Spend a few minutes recording unfinished tasks and the next action for each. Identify tomorrow’s first priority and communicate any outstanding handover. Where possible, agree on after-hours contact arrangements so routine matters can wait until the next working day.
6 - Create a supportive team environment
Managers can reduce unnecessary pressure by setting clear expectations, reviewing workloads, providing realistic deadlines, and inviting early discussion of problems. Team members can help by sharing information, respecting agreed priorities, and raising concerns constructively.
Make specific workload conversations: Explain the demand, its effect on delivery, and the support needed. For example: “The additional assignment overlaps with payroll processing. Can we move its deadline or arrange cover?” Managers should agree on an action, identify who will take it, and set a review date. If a concern remains unresolved, use the appropriate HR or internal reporting channel.
If stress persists, affects daily functioning, or feels difficult to manage, consider speaking with a qualified health professional or an available employee support service. Individual techniques work best alongside action to address the sources of excessive pressure.


Self-Assessment and Action Plan
Think about the past two weeks. Circle one answer for each statement:  
1 = Rarely   2 = Sometimes   3 = Often   4 = Almost always

1. I notice the early signs that I am becoming stressed.
     1 Rarely          2 Sometimes          3 Often          4 Almost always
2. I pause and use a practical technique to stay calm under pressure.
     1 Rarely          2 Sometimes          3 Often          4 Almost always
3. I clarify priorities and discuss competing demands when needed.
     1 Rarely          2 Sometimes          3 Often          4 Almost always
4. I make time for breaks, recovery, and healthy routines.
     1 Rarely          2 Sometimes          3 Often          4 Almost always
5. I seek support or raise concerns before stress becomes overwhelming.
     1 Rarely          2 Sometimes          3 Often          4 Almost always
Reflection: Choose one statement you rated 1 or 2 as your starting point. These responses are for personal reflection, not a diagnosis or a formal score.
My action plan
My main source of pressure or early warning sign:
_____________________________________________________________________________
One specific action I will take:
_____________________________________________________________________________
When and how often do I do it:
_____________________________________________________________________________
Support or resources I need:
_____________________________________________________________________________
How I will know it is helping and when I will review progress:
______________________________________________________________________________
Example: For the next two weeks, I will agree my top three priorities with my manager every Monday and review whether fewer deadlines conflict on Friday.
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