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Poor work habits may refer to unwanted or unpleasing behavior in the workplace. An example of a poor habit is over usage of a phone during working hours in a workplace.  In this paper, I will be answering the question of poor habits in the workplace and how to improve them. How to behave in your workplace can affect your productivity, organization, and successful relationship with others (Langer, 2001). Poor work habits can hinder the development of your roles which may undermine your promotion. Bad work habits in the workplace may include: negativity, poor communication skills, procrastinating, being disorganized, being late to work, poor team player, poor body language, becoming distracted, not accepting feedback, taking too many unnecessary breaks, poor attitude, talking false or lies, displaying poor manners, and not considering privileges.
Negativity
Negativity in the workplace may result from extended hours of working, misunderstandings with colleagues, or getting frustrated by the slow progress of projects. Negativity may affect productivity and general job contentment. Negativity can be improved by having a positive viewpoint and exploring how to improve on frustrating issues in the workplace, for example, speaking to the manager to delegate some work to other employees.
Poor Communication
Effective communication is essential in the workplace for workers to continue working together for the achievement of the company’s goals and to create a conducive work environment. To improve on this habit, one should engage in effective communication by listening to others, responding to emails, and being open to discussing new ideas and opinions.
Procrastinating
Procrastination involves waiting for the due date to complete tasks. This may have negative impacts to work quality as well as the other workers who depend on your work to complete theirs. This habit can be improved by purposing to complete tasks and projects as soon as possible to avoid poor work and inconveniences. One may write a daily working schedule or may ask for help from colleagues to assist in meeting deadlines.
Disorganization
Being disorganized is another bad habit in the workplace. This may lead to the inability to meet deadlines, working for extended hours to complete tasks, or being unready for meetings. Disorganization can be improved by creating a working system that is practicable and comfortable for you (Joseph & Lakshmi, 2011). For example, one may organize their files into folders or use tangible filing cabinets, clean a messed-up desk, and gather the requirements of a meeting in time.
Lateness
Lateness in the workplace may be a result of one getting stuck in traffic when going to work, waking up late, or forgetting planned meetings. These events can happen to anyone in the workplace but it becomes unprofessional if the lateness becomes regular and consistent. Lateness can be improved by creating a habit of planning and allocating enough time to avoid being late for work.
Not being a team player
There is a time when one is required to work together with colleagues to complete projects or achieve a common goal. A team player recognizes the work of others and assists them to complete their tasks in a friendly manner. Being a poor team player may lead to a poor relationship with colleagues and failure to be promoted. This can be improved by appreciating the work of your colleagues and having a positive attitude in the workplace.
Poor nonverbal communication
Body language is also an important form of communication. Body language gives one’s impressions to others such as lack of confidence or a don’t care impression. This habit can be improved by paying attention to how to express yourself to others by maintaining eye contact when speaking to others and avoiding crossing arms to avoid giving bad impressions.
Becoming distracted
There are several distractions in the workplace including cell phone notifications. Distractions may interrupt working as well as time management. Distractions can be improved by focusing on the kinds of work distractions and finding ways to avoid them. For example, one may consider shutting off email notifications to check them at particular times.
Denying feedback
Feedback can be a learning opportunity for employees. It can be provided by managers or other employees to a certain employee concerning their work. Failing to admit the feedback may lead to poor quality of work (Jackson et al. 2003). This habit can be improved by accepting and taking feedback positively to help improve the quality of work.
Taking many breaks
Taking too many breaks may affect the genuine working hours. It is therefore important to have reasonable breaks. This habit can be improved by avoiding unnecessary breaks or by understanding the reasons behind taking the breaks. For example, if the reason is to meet friends, then one can consider meeting them during lunch hours only.
Poor Attitude
A poor attitude can be a result of stress or not being pleased with a particular role in the workplace. One should therefore identify the source of their poor attitude, look for ways of addressing them, and then work towards eliminating the source. For example, if the cause is stress, then one can take some days off to get refreshed.
Lying
Lying is another bad habit in the workplace. It may result in distrust or even job termination. It is, therefore, necessary for employees to maintain integrity for good and positive professional relations in the workplace. This habit can be improved by thinking before speaking or acting to make sure that what is being said or done is truthful.
Poor Manners
Good manners are crucial in the workplace, for example using words such as sorry, please, thank you, or excuse me where necessary. Good manners also involve treating everyone with respect in the workplace. This habit can be improved by paying attention to how to communicate with others openly and kindly.
Abusing Privileges
People may abuse some of the privileges that the company may offer to them. For example, allowing employees to work from home whereby people may take the advantage of attending to their issues instead of concentrating on working. This can be improved by having respect for the job and the privileges given by the employer.
Conclusion
Poor habits in the workplace may result in negative consequences. These may include poor quality of work, reduced productivity, distrust, poor relationships with other workers, lack of promotion, isolation in the office, or even job termination. It is, therefore, necessary for employees to maintain good habits and improve any bad habits to ensure positive outcomes in the workplace.
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