
Executive Functions 
in the Workplace

What are executive functions?

A set of mental skills we use to manage our
daily lives. 



Working Memory Forgetting tasks & appointments; struggle with long instructions, and
holding data in mind to perform an administrative task. 

Organisation Struggles with logical filing systems and record-keeping.

Goal-Directed
Persistence

Pushing through a task when they hit a roadblock; continuously
altering plans & procedures. 

Time Management Struggle to predict how long a task will take; keeping to a time limit;
miss deadlines, struggle with punctuality.

Planning &
Prioritisation

Difficulty strategising for a project - breaking projects down into
steps; prioritising tasks (identifying what is urgent), sticking to a plan. 

Self-Monitoring
Struggles with evaluating how a system may be working, or where
challenges may be influencing productivity; Getting stuck in the detail
& missing the big picture.

Flexibility
Challenges with changing one's way of work; difficulty working with
varied perspectives in a team; struggles with adjusting to changing
plans & priorities. 

Attentional Control Struggle maintaining focus; getting distracted; trying to multitask, but
getting overwhelmed. 

Emotional Control Struggle to manage emotional dysregulation; becoming easily
overwhelmed or irritable; struggle to process feedback. 

Impulse Control Challenges with remembering to edit work; interrupting; excessive
talkativeness, responding before checking emotions.

Task Initiation Challenges with getting started, perhaps because of not knowing how
to begin. 

How do they influence
functioning at work?



Possible supportive 
 accommodations

Providing written, 
step-by-step 
instructions &

 checklists.

Provide 
minutes 

of training & 
meetings. 

Use flow charts
& colour coding

to prioritize
tasks.  

Get team
collaborating
software to

keep everyone
on track.

Encourage 
end-of-day

 time to set up
 the work schedule

 for the 
following day.

Flexi-hours & 
work-from-

home 
options.

Consider 
noice-

cancelling 
earphones.



I am an EMPLOYEE -
what can I do?

 As an EMPLOYEE - How can you advocate for yourself
and your needs?
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Reflect on your EF profile
Click here to take the EF Survey to learn more about your unique
profile. 

Some questions to consider:

How do I use my strengths in my work? 

--------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------

How do I negotiate my challenges in my work?

--------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------

Any habits I've picked up to mask my challenges at work?

--------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------

https://s.surveyanyplace.com/executivefunction


Reflection questions continued...

What support from your employer would help to utilise your EF strengths
and support your challenges?

Support for strengths: 

--------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------

Support for challenges:

--------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------

Further reflections / Notes: 

--------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------

I'm an EMPLOYEE -
what can I do?
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I'm an EMPLOYEE -
what can I do?
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Access to Work government grants
EF deficits, higher level employees & accommodations
How accomodations can help people with EF issues thrive at work
Neuro-empowerment of EF in the workplace: The reason why

Engage with your employer regarding executive
functioning in the workplace

Start the conversation with your supervisor or employer regarding
executive functioning in the workplace.
Pages 1-3 of this document can be a good start. 

There are also several scientific & industry-developed sources of
information you could share. Here are a few:

 Ask to schedule a chat to your supervisor/employer about your
performance

Present one or two accommodations you would like to request on a
trial basis, and why you think these would help.

Advocating for your needs

An example of this kind of conversation:
"Could we please set up a time to talk about my performance and how I
can improve. I think that with your support I will be able to be more
productive."
Find a time to meet and reflect on the performance goals you would
like to target, and what support you would like to request. 

An example of this conversation:
"Team collaboration software would help reduce the time spent losing
track of team projects." Consider how this also profits the business
when you make your request. 
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https://calendly.com/-rachel-breskal/15mincall?month=2022-02
https://askjan.org/articles/Executive-Function-Deficits-Higher-Level-Employees-and-Accommodations.cfm#:~:text=The%20term%20executive%20function%20describes,from%20behaving%20in%20inappropriate%20ways.
https://careerwise.ceric.ca/2019/10/02/how-accommodations-can-help-people-with-executive-function-issues-thrive-at-work/#.YhZ0JOhBzrc


I'm an EMPLOYEE -
what can I do?

Feed back to your employer about the impact of the strategies
implemented

Advocating for your needs continued...

Keep the conversation going - by letting your employer know how the
accommodations have helped, you show appreciation for support
offered, which communicates your commitment to learning & growing,
and encourages further support for you and your colleagues. 
 

4
Connections in Mind offer regular webinars and online events for
you to learn new strategies & tips to support your challenges. 
You will find new courses and  practical printable resources (such
as time planners and productivity workflow sheets) uploaded on
the website every month. 
Connections in Mind started the Connected Club, to support adults
such as yourself to benefit from the networking & support of a
community of like-minded individuals. Here you will benefit from:

Weekly support group & fortnightly strategy sessions run by
psychologists
Neuro-insight & short brain-boost modules
Toolkits to download and/or print
Accountability, buddy system work-from-home drop-in sessions
Email & Whatsapp support

Upskill yourself
Learn more about how your executive functioning influences your work
and productivity. 

 
Look after yourself

Practice self-compassion. Executive functioning challenges can
make life tricky, but you can work on them, and put measures in
place to support them.  
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https://cimlearning.com/connected-club-membership/


I'm an EMPLOYER -
what can I do?
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Reflect on your EF profile
How do you use your own strengths in your work? 
How do you negotiate your challenges in your work?
How do these influence the way you engage with your employees?
How do these strengths & challenges influence you expectations of
your staff?
Click here to take the EF Survey to learn more.
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Learn more & empower your staff
Provide information or training for all staff on executive functions
(managerial & workforce) and how they may impact the way they
approach their work & colleagues. 

Your staff may qualify for the Access to Work government grant - you
can read more here. Connections in Mind are also available to shed
more light - contact us. 

Share the EF Survey link with your staff. 
Chat to us about in-person or online training.

Ask your staff what they need
Can you create a safe environment for staff to ask for what they need
to support their best functioning? 
Consider a Google form, or an informal chat. Give your staff time to
reflect - this may be the first time they become aware of executive
functioning and/or their unique profile, or how they may have
internalised habits to mask their challenges. This requires a safe place,
free of retribution, to facilitate a meaningful discussion.  

https://s.surveyanyplace.com/executivefunction
https://www.gov.uk/access-to-work
https://calendly.com/-rachel-breskal/15mincall?month=2022-02
https://s.surveyanyplace.com/executivefunction
https://cimlearning.com/contact/


I'm an EMPLOYER -
what can I do?
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Acknowledge your staff's hard work
People with executive functioning challenges are often working very
hard to compensate for their difficulties. 
Recognise & acknowledge your staff through expressing your
appreciation & providing the support they require to achieve success. 

Offer support to your staff
Consider what support you are able to offer your staff, based on what
they have reported they need.
Do they need help with task prioritisation? 
Can you introduce new organisation strategies (ie: filing systems) that
work for them? 
Do they need distraction-free pods in which to work?
What do they need if they are working from home?

We have found the isolation of working from home can be very difficult
for people with executive function challenges. 
We have created the Connected Club, that offers weekly support &
strategy group sessions, as well as toolkits, courses & events that
support skills such as time management, prioritisation and emotional
control. 
If you would like to inquire about support for your employee(s), please
get in touch. Group rates are available on request. 
Chat to us here about the Connected Club.

https://cimlearning.com/connected-club-membership/


Get in touch!

Please chat to us if you have any questions or to hear
more about how we can support you. 
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Our full services:

Workshops 
(Online & in-person
 - local to UK)

Individual 
coaching

School Support 
& Training

Parent Support 
& Training

Live online 
events

CoursesConnected Club

CiM Foundation 
Outreach

Info@connectionsinmind.co.uk
+44 (0)208 050 1605

https://connectionsinmind.com/workplace/
https://connectionsinmind.com/workplace/
https://connectionsinmind.com/workplace/
https://connectionsinmind.com/workplace/
https://connectionsinmind.com/workplace/
https://cimlearning.com/coaching/
https://cimlearning.com/coaching/
https://cimlearning.com/coaching/
https://connectionsinmind.com/schoolseducators/
https://connectionsinmind.com/schoolseducators/
https://connectionsinmind.com/schoolseducators/
https://connectionsinmind.com/coaching-support/
https://connectionsinmind.com/coaching-support/
https://connectionsinmind.com/coaching-support/
https://cimlearning.com/events-and-masterclasses/
https://cimlearning.com/events-and-masterclasses/
https://cimlearning.com/events-and-masterclasses/
https://cimlearning.com/coaching/https:/cimlearning.com/all-courses/
https://cimlearning.com/connected-club-membership/
https://cimfoundation.org.uk/
https://cimfoundation.org.uk/
https://cimfoundation.org.uk/

