Working with others
As well as having a team work schedule, it is a good idea to develop work schedules for yourself.  A long – term work schedule, for example, weekly or monthly, means that you can carry our your tasks in an organized way and review your progress.  It also helps you to prepare for the tasks ahead.  A daily work schedule (or list of things to be done) helps you to keep track of what needs to be done for the day.

Your own work schedule should reflect your team’s work schedule.  This unit discusses how your tasks fit in with others in your team and how to negotiate your tasks, so that your work schedule is achievable and you can all work towards producing positive outcomes.

Understanding others’ needs
Whenever you work as part of a team, your tasks affect the outcome of the whole team.

You may be a member of an administrative support team.  The main purpose or overall goal of the team will be to provide administrative support to other people in the organisation.  Without your assistance, other people in the organisation would not be able to work efficiently towards their goals.
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To provide effective support to others in your organisation, you need to understand their needs, as the following case study illustrates.

Example 1

Understanding others’ needs[image: image2.wmf]
Through discussions with the people to whom she provides administrative support, Tan knows what their needs are (for example, Bob and Roseanne need travel itineraries and accommodation booked for the following week; Daniel needs her help early the following week to prepare materials for a meeting).

Tan’s other tasks include processing client orders and producing monthly sales reports.  

It is easy to see how Tan’s tasks affect the other people in her team.  You can imagine what would happen if Tan left it too late to arrange accommodation and everything was booked out, or if she didn’t have Roseanne’s itinerary ready in time.  Roseanne’s trip would not be so efficient and the team might not meet its goal in the time planned. 

Some of Tan’s tasks may not seem to affect the other team memebers, for example producing monthly sales reports.  However, this task does affect the team because it helps everyone see how the team is going in terms of meeting its overall goal of increasing the sales of mobile phones.

By understanding the needs of others in your workplace, you can make sure that you plan your work to meet their needs and, in doing so, help the team achieve its goals.
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· Describe the different ways that you find out about your tasks.

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

· List five of your regular tasks.

………………………………………………………………………………………………………………………………………………………………………………………………………….

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

· For each task, describe how it affects other people in your workplace.

………………………………………………………………………………………………………………………………………………………………………………………………………….

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

· Which tasks need particular care?  What might happen if you didn’t take this care?

………………………………………………………………………………………………………………………………………………………………………………………………………….

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

· How do you know that you are meeting the needs of other people in your team?

………………………………………………………………………………………………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………………………………………………………………………………………………
Negotiating your tasks
Administrative workers are often required to provide support to a range of people, all of whom may want things done at the same time.

When you provide administrative support to a number of people (who may not all be from the same team), you are likely to receive competing requests.  For example, one person may ask you to type a letter by lunchtime.  However, if you take on that task, you will not be able to complete a task that you are doing for somebody else, such as putting together information in response to client enquiries.

To manage competing work demands, you should negotiate your work schedule with your team leader and others at your workplace.

You need to be realistic about what you can achieve in a given time period.  Be ready yo discuss how you can assist people and still complete the other tasks in your work schedule.

Example 2

Negotiating your work schedule
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Since Rosa asked you to help her at such short notice, she should be prepared for the fact that you may not have time to complete the task by the time she wanted it done.

Negotiating tasks like this in a day-to-day basis is a common occurrence for administrative workers.  Many of the tasks you are responsible for may not be discussed or even known about when the team discusses its work schedule.  You are often asked to do things just before they need to be done.  You need to be prepared for this when planning you work schedule.

You may also need to negotiate your tasks with others during longer-term planning.  Look again at Example 1.  Suppose Terry asks Tan at the team meeting on Monday to prepare a mail-out on the following Monday and do a mid-month sales report by the following Tuesday.

Tan knows that Daniel has already arranged that she will help him for several hours on Monday and Tuesday, and if she takes on Terry’s tasks as well, she may fall behind in processing client orders.  She tells this to Terry and asks if the sales report could wait until Wednesday, so that she could spend some time on Tuesday processing orders.
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Read the following:  
Case study:
Look again at the description of the software company in Example 1, Chapter 1.  The company has an email address for client questions and feedback about their products.

One of Joe’s tasks is to go through the messages and answer them.  This task generally takes between two and eight hours a week, depending on the comments and enquiries.  Sometimes Joe also needs to seek advice from one of the research and development officers.  Joe also keeps a record of all messages so that the company can keep track of the types of responses received.

Mark has asked Joe to prepare a report on client feedback over the past three months, summarising the range of comments and questions, analyzing which are most common, and suggesting how the products could be improved to cut down on client questions.

He would ideally like the report to be done by 6 October, so it could be used with the results of the market research survey.

Meanwhile Con, one of the research and development officers, asks Joe to type up the edits for a revised edition of a software manual.  Con has been working on the manual for several weeks and had already advised Joe that he would soon be giving it to him for typing.  The task is likely to take several days and Con is hoping to be able to send it off for final proofing by Friday 25 September.

It is now Wednesday 8 September.

· Make a list of Joe’s tasks for the next month.

………………………………………………………………………………………………………………………………………………………………………………………………………….

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

· Do you think that Joe will be able to complete them all in the time available?  If not, explain how Joe could negotiate the tasks with his team members.

………………………………………………………………………………………………………………………………………………………………………………………………………….

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………


Organising your tasks
Planning and organising are valuable steps towards completing your tasks in time and meeting the needs of others in your workplace.

In Example 1, in Chapter 2, Tan has tasks which relate directly to her team members, tasks to complete for Daniel, the Company manager, and other tasks for which she is responsible.

While many of Tan’s tasks relate directly to her team’s work schedule and the team’s goals, her tasks for Daniel are not part of her team’s work schedule.

With pressure to complete so many tasks, it is important that Tan plans her work well, so that she can complete everything within the agreed timelines.

This chapter covers planning ahead, prioritizing your tasks and managing your time to complete tasks within the agreed timeliness.

Managing your time
Good time management is particularly important when other people are depending on you to complete tasks.  Time management involves:

· planning ahead

· setting realistic timeliness

· prioritising your tasks.

Planning ahead
Suppose one of the tasks in your work schedule is organising a meeting.  This would involve notifying all partcipants, booking the room and organising agendas, papers and refreshments.  Some things would need to be done well before the meeting.

By planning when you need to do various parts of this task, you could set aside time in your work schedule to make sure that everything gets completed on time.

A work schedule enables you to see at a glance what you are responsible for over a period of time, for example, during a day or over the next month.  You could also use a diary, a wall planning calendar or chart to help you keep track of your tasks and when you need to complete them.

It is very useful to be clear about your commitments when you are negotiating new tasks with others in your workplace.  If you take in a new task without having planned when you will complete everything competently.

Setting realistic timeliness
It is important to be able to estimate, realistically, how long certain tasks will take you, so that in organising your work, you complete as many tasks as you can without overloading yourself.

In estimating how long a task will take, make sure that you allow enough time to complete the whole task.  For example, you may know that it takes you and hour to type the minutes for the staff meeting.  But by the time you have printed, photocopied and distributed them, you may have spent another twenty minutes.  Don’t forget to allow time for the little things that you think will only take a minute – they add up!

Your deadlines for completing tasks often depend on the needs of others.  It is the nature of administration work that you may not find out about some of your tasks until right before they need to be done.  It is wise to build in time to allow for interruptions and new tasks that come up later.

Some tasks are important than others.  It is easy to spend too much time in less important tasks and then not have enough time to do the important tasks well.  Make sure that you set aside time to do a good job on the important tasks.

You should understand the difference between an urgent task and an important task.  For example, you may be working on updating a database.  This is an important administrative task for you.  Your team has given it a high priority.  However, your team leader has also asked you to prepare a covering letter which needs to be sent with a report your team has copied and bound.  The letter is therefore urgent and should have a higher priority than the database.

Prioritising tasks
The tasks in your work schedule may include:

· tasks where somebody else sets the deadline, that is, tasks which you are doing directly for somebody else

· tasks for which you set your own deadline, for example routine tasks, filing and organising.  

As you plan your work, you need to decide on the order of priority for your tasks.

What might affect how you prioritise your tasks?

Example 1

Prioritising tasks


Penny discusses her tasks with her supervisor to find out which is most urgent.  Has she not asked, Penny may have thought that the new task had to be done straightaway.  She may have done both tasks too quickly, and therefore with lower quality.

However, by asking, Penny found out that the new task was not a high priority, so she could spend a little more time doing both tasks well.

Reviewing your work schedule
Being flexible about change at your workplace is essential.  Because your tasks and deadlines often depend on other people, they may change at short notice.  You need to be able to review your work schedule to meet new requirements and, if necessary, renegotiate your work schedule with the people involved.

In Example 1 above, suppose Miriam did want Penny to follow up the information urgently.  The task could take several hours to complete.  Penny would have to review her priorities for that day and the next.  Depending on the urgency of her other tasks, she might need to discuss her priorities with the people involved.

You may sometimes be in a situation where the amount of work is too large to complete in the time available.  Because you cannot complete all the tasks, you have to decide which tasks are most important and which can be put off to do later.

Everyone works in different ways.  When you are new to a job, tasks take longer.  If you are having problems keeping up with what people expect you to do, it may be because their expectations are unrealistic or you need some assistance or professional development in this area.  Discuss any problems with your supervisor as they arise, other wise it will affect the whole of the team’s work schedule.

If you often find that you cannot do everything on your work schedule, you should look at the reasons why.  Listed below are a number of possible causes.

· You may be setting yourself unrealistic timeliness.  Check that you are including the whole task when you are estimating how long something will take.

· You may be spending too long on the less important tasks, so that you run out of time to do the important things well.
· You may be being asked to do too much.  If you feel that this might be the case, you should talk to your supervisor or team leader.
· You may need to organise yourself better.  For example:
· if you allow time to prepare each task, you will be able to work more efficiently, such as setting up a system for doing a mail – out

· keep filing up to date and make sure that your workplace is tidy, so you don’t need t spend extra time looking for lost items.
· avoid putting things off

What sorts of tasks might you be able to postpone if you had too much to do?

………………………………………………………………………………………………………………………………………………………………………………………………………….

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

What sorts of tasks wouldn’t you be able to postpone?

………………………………………………………………………………………………………………………………………………………………………………………………………….

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Give reasons why you wouldn’t be able to postpone these tasks.

………………………………………………………………………………………………………………………………………………………………………………………………………….

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Revision Activity
Organising your work schedule

You work in a small publishing house, Catapult Books.  You are the company’s administrative support worker and your supervisor is Jeanette, the Office Manager.

Your daily responsibilities include:

· reception duties in the morning (9.00 am – 12.30 pm)

· processing client orders (usually about 1 hour)

· monitoring stock levels (involves notifying supervisor when stocks fall below a certain level.)

· assisting with the promotion of new books (as required)

· maintaining Catapult’s electronic and paper – based filing systems (2-6 hours per week)

· looking after petty cash (as required)

· administrative support to Bill, the General Manager; Rachel, the Promotions Officer; the senior editors; and your supervisor; Jeanette (as required, generally 1 – 4 hours per day).

The company is to release a new book in four weeks time.  You are part of the team that is promoting this book.  Simon, a marketing trainee, and Rachel are also on the promotions team.  The team’s goal is to secure large early sales.  The team identifies tasks that will achieve this goal.  These tasks include:

· arranging for the author to be interviewed on various radio stations

· getting the book launched by a famous person at a party

· distributing promotional fliers to bookshops

In addition to your daily tasks, you are assigned the following team tasks which you have to complete in two weeks.

· finding and booking a venue for the launch party (up to 2 hours)

· preparing and sending invitations from a guest list (3 hours)

· organising drinks, finger food and flowers for the launch party (up to 5 hours – perhaps over several days)

· organising accommodation and travel for the guest speaker at the lunch (1-2 hours)

1. Can you complete all your daily tasks as well as the tasks for the promotions team?  Explain how you would manage your responsibilities.

2. Write a work schedule to cover your tasks and responsibilities for the next two weeks.  Be prepared to explain your work schedule and the decisions you make.

3. In the second week, Simon takes sick leave.  How does the team arrange to complet their own tasks plus Simon’s tasks?

4. At the beginning of the week, Lena, an editor, asks if you can work on a document for her, word processing her changes to the original manuscript.  The task would probably take about three hours, and Lena needs you to complete the task by Thursday, as she is meeting with the author on Friday morning.  Do you think you can complete this task by the end of the week?  If not, suggest what various options you could choose so that you could get it done.
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Tan is an administrative assistant working with a travelling sales team at a mobile telephone retailing firm.





The main goal of her team is to increase the sales of mobile telephones.  The others in Tan’s team are Terry (the team leader), Roseanne and Bob, who are all sales representative support to the Company Manager, Daniel.





Each Monday morning, the team meets for half an hour for a progress report and to discuss plans.





At this week’s meeting, it is decided that Bob and Roseanne will each spend three days next week going to country areas to investigate new markets.  Tan is responsible for booking accommodation and working out an itinerary from a list Terry gives her.  Tan also reports at the meeting that Daniel has requested her help for several hours early in the week.  





Tan’s other duties include processing client orders and producing sales reports.
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Activity 1





Your tasks and others in your workplace





You will need to complete this activity either in the workplace or in a simulated work environment, a model office or a practice firm.





Suppose you are in the following situation.  You are busy compiling information packs to be sent out to potential clients and you expect that the task will take you until 12.30 pm to complete.  (You have set aside time until 1.00 pm to allow for  telephone interruptions).  The packs are to be sent out in the 4.00 pm mail.  You have a meeting at 2.00 pm, at which you are required to take minutes.





Your team leader, Rosa comes to you at 11.00 am and asks if you could draft a letter and have it back to her for checking and signing by lunch time.





You know that this task would take about half an hour and that if you did it by lunch time, you may not get the information packs into the mail by 4.00 pm (which is your top priority for the day.)





What should you do?





By negotiating with Rosa, you amy be able to come to a solution that she is happy with.  Start by explaining your situation.





For example, you might say:





“Rosa, I’m afraid I wouldn’t be able to start on the letter until three o’clock.  I’ve agreed to get these information packs into the afternoon mail, and I have a meeting at two.  I could do it after the meeting though.  Would that be ok?”
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Activity 2





Negotiating tasks





Check your work with your supervisor or teacher.





Penny is drafting some correspondence when her supervisor, Miriam, asks her to follow up some information about a new publication.  Penny asks Miriam whether the task needs to be done that day.  Miriam tells Penny to finish what she is working on first and that the information is not urgent.  However, she would like it in the next few days, if possible.
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Activity 3





Reviewing your work schedule





Think about your own work schedule.
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