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Working in an office there are constant distractions that stop you from doing what really matters. 
With projects stacking up, constant phone calls that need answering, and a never ending string of  
emails, it can be hard to focus on tasks that require the most urgent attention. 
 
But there are apps which can help you manage your workload. From apps that keep all of your notes 
in one place, to digital to-do lists, to website blockers that will stop you checking Facebook, Twitter 
and Instagram, when used correctly, apps really allow you to focus. Not only will you become more 
productive using these apps, it will become easier to manage your workload, and reduce stress. 
 
Here are our pick of the 5 that actually work in the office and enable you to work more productively. 
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Evernote – keep all your noted organized online 
 
If you are well-versed in the stress of having hundreds of disorganised post its sprawled across 
your desk, or illegible notes scribbled in a diary, using an app like Evernote will not only step-up 
your note taking game, it will reduce stress. Evernote allows you to take easily notes in a number 
of formats — from camera photos, to screenshots, to sketches. 
 
Available on every device, you can take notes on your phone whilst you’re out and about, and have 
them ready on your work computer when you are back in the office. No more lost bits of paper on 
the tube or bright ideas lost to posterity whilst conjuring up creative ideas walking from client to 
client. 
 
Evernote integrates with a whole host of other apps too, allowing you to become a productivity 
machine. Evernote is free for the standard plan, with the premium package being necessary if you 
want to use the app on more than one device. Premium also adds PDF annotation, offline access, 
and increased storage. Whichever option you go for, Evernote is a game-changer for office 
productivity. 
 

1Password – reduce time retrieving forgotten passwords 
 
How much time do you waste trying to think of complicated passwords for different accounts? 
How many email resets do you have to do over the course of a year? Tens? Hundreds? We all know 
that passwords are essential to modern working life — however annoying they are. 
 
Use a single password across multiple platforms and you put yourself in a position where it is easy 
to hack all of your accounts. On the other hand, if you do the right thing and have unique 
passwords for every app and website, you’re constantly engaging with forgotten password email 
chains. With 1Password, all of this frustration and wasted time can be bought back. 
 
Storing all of your passwords in one simple to access place, you can have hundreds of complex, 
safe passwords behind a fingerprint, master password, or iPhone pin. 1Password is free of charge 
for 30 days, though costs £3.49 a month after that. It is well worth it, however, especially as it 
massively reduces time wasted on pointless time-consuming tasks. 
 

Unroll.me – eliminate distracting, irrelevant emails  
 
Whilst Unroll.me isn’t going to help you shift that endless to-do list, it will stop you getting the 
hundreds of annoying marketing emails that flood your inbox every week. Though it might not 
seem like reading and deleting marketing emails is that time consuming, it is easy to get trapped 
in the vortex of half price shopping sales and cute cat-related listicles. Unroll.me allows you to see 
every mailing list that you’re subscribed to, enabling you to unsubscribe to all the emails that are 
annoying or distracting. 
 
Another key part of Unroll.me is Rollup, which combines all the emails that are essential to 
produce a daily digest of all the key information. With Unroll.me, you don’t have to check your 
email app every single second of every single working day. Instead, you’ll get all the important 
actionable information at a time that suits you. 
 
Though Unroll.me might not seem like a productivity app per se, it really does help you to focus in 
the office. Act on the emails that really matter — get Unroll on your devices. 
 



SelfControl – the procrastination killer  
 
Ever spent hours working on a project, checking Wikipedia for information, and getting lost down a 
wormhole? Posted a link on social media for your company and then got stuck on social media 
yourself? There’s a way to avoid this, and it comes in the form of an app — SelfControl. 
The aptly named application allows you to block websites and other apps for self-set periods of 
time. So whether you want to block out Facebook for the afternoon, or spend the morning without 
news reports, SelfControl allows you to do this. 
 
Be warned though, once you’ve blocked, it’s very difficult to go back on your decision. For the most 
part, this will be a major plus-point. No matter how much you’re craving Instagram, you’ll just 
have to wait until you’ve finished the time allocated on SelfControl. Best part about SelfControl? 
It’s free. And it is one of the most effective ways to improve your productivity. 
 

Todoist – the ultimate to-do list 
 
Todoist is not the only to-do list app in the App Store at the minute, but it is the best. Available 
across all common platforms, Todoist can be used both online and offline. So whether you’re out 
and about with just your mobile to hand, or you’re working on your office desktop, Todoist will be 
there to help you organise your workload. 
 
What makes Todoist so much better than its rivals is its clean minimalist design. When you’re 
trying to organise, the last thing you want to see is a cluttered, cumbersome design. This is where 
Todoist gets it right on the money from a productivity perspective. 
 
Paid add-ons allow you to add attachments, reminders and filters, but the free version is still 
mega-useful. You can colour code tasks to prioritise and order, whilst your list can also be shared 
with other users — which really aids productivity when working collaboratively. If you’re looking for 
an app that can help you organise your day-to-day tasks, nothing beats Todoist. 
 
For more advice, check out the other blogs on the Tate website. For details on our latest vacancies, 
contact our Tate consultants today. 
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