Work Area 17 Business Environment

3.34 Demonstrate Multi-tasking Skills

. LO99: Demonstrate ability to handle and manage more than
one tasks at the same time by using appropriate tools and
techniques.
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Multi-tasking

e Training Aims:

1) Teach learners how to manage correctly and quickly
multitask

2)Provide tools for handling and managing more than one
task at the same time

‘* t'

o Co-funded by the This project has been funded with support from the e u a

P Erasmus+ Programme European Union. This [project] reflects the views only of
L0 the author, and the Commission cannot be held

of the European Union
P responsible for any use which may be made of the pennnnext
information contained therein

EUROPEAN PERSONAL ASSISTANT LEVEL 3



Multi-tasking
Prioritizing activities
PRIORITIiES
e Make a list of all tasks: Write down l “
all tasks, without prioritizing 2 ‘ -
3. )

e|dentify urgent vs important: Focus on the
important work and identify what carries the
highest value to the organization. Check to
see if any tasks need immediate attention
(missed deadlines etc)
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Multi-tasking

Fill the following table (Table 1):

URGENT NOT URGENT
IMPORTANT Urgent & Not Urgent, but
Important Important
NOT Urgent, but not Not Urgent &
IMPORTANT Important not Important

Classify tasks in terms of
urgency and importance
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Multi-tasking =

Act in terms (Table 2): I—_'

=

<L

URGENT NOT URGENT c'B

IMPORTANT Urgent & Not Urgent, but B

Important Important (2

DO IT NOW PLAN IT |

NOT Urgent, but not Not Urgent & §

IMPORTANT Important not Important O

DELEGATE or DROPIT ‘,Q

RESCHEDULE E

2
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Multi-tasking

Prioritizing is about:

»Setting priorities and taking charge

yésterday

»Changing habits and drop activities |
that cause waste of time |

»Experiment with different methods
and ideas in order to find the best way
to make maximum use of time

‘t t'
Co-funded by the This project has been funded with support from the e u pq
Erasmus+ Programme European Union. This [project] reflects the views only of
of the European Union the author, and the Commission cannot be held
responsible for any use which may be made of the pennnnext

EUROPEAN PERSONAL ASSISTANT LEVEL 3

information contained therein



Multi-tasking

The management team should:

»|dentify critical tasks

» Differentiate between urgent and
Important

»Eliminate unimportant and unrealistic
tasks and focus on those that maximize
expected outcome

»Review and make necessary adjustments
»Guide personnel at every step of the

procedure
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Multi-tasking

Categorize task works and
classification:

»Use table 1 to categorize tasks to the
appropriate quadrant

» Classify tasks using table 2. Focus to
qguadrant 1 as first priority

Finished Create a
S == timetable
Prioritizing?
‘t t'
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Multi-tasking

Creation of a timetable @ S e
using Outlook.com:

5% b Mpotewopeve TomoBe... ¥

Outlook Mail

Sign in or log on to
Outlook.com

Press H

and choose Calendar

B Outlook.com
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Multi-tasking

You can schedule your tasks in a daily of monthly basis,
arrange meetings, ask other colleagues to participate.
Double click on a specific day

Outlook Calendar

P @ New|v [ Addcalendar v ® Interesting calendars U Share

< May 2017 > < > May2017 Vv

S M T W T F §  Sunday Monday Tuesday Wednesday Thursday

II!II G \vféﬂ/ PN 28 33 4

14 15 16 17 18 19 20

21 22 23 24 25 26 21 a .

28 29 30 31
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Multi-tasking

Arrange your meeting

< > Monday, May 01, 2017 v £>49° Cloudy Day Work week Week Month | Today
7a
Monday, May 01, 2017 im}
important meeting with CEO v
"""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""" | important meeting with CEC
9a
10a
800AM w 830AM
1la
Save More details
12p
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Multi-tasking

You can do this for the oncoming work week

< > April 30 - May 6, 2017 v

TMonday & 2 Tuesday % 3 Wednesday ¢ 4 Thursday

or month l

Day Work week Week Month = Today
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Multi-tasking

You can print or share your calendar, by
sending an invitation email

tJ Share = Print
v Done

Share this calendar: Calendar

Send a sharing invitation in email.

You can access your calendar from your tablet or mobile phone,
wherever you are, using outlook.com
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Multi-tasking

It is also easy to “carry” your “office”
wherever you are, by signing in and using

Google Drive &, Google Drive

Google
Drive lets
you
access
your stuff
on every
computer
and
mobile
device.

It is a “cloud” storage
and file backup for
photos and documents

Add files
by using
the “New”
button.
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Multi-tasking

Go gle Drive Q Search Drive

My Drive ~

My Drive

P-4l Shared with me

® Recent

‘.!r Google Photos

* Starred
i Bin
& Backups

o== Upgrade storage
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Google
Drive lets
you
access
your stuff
on every
computer
and
mobile
device.

Add files
by using
the “New”
button.
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Multi-tasking

Practical Exercise

On Friday afternoon, financial manager asks the meeting %
schedule of the next week. He wants to reschedule T\
Wednesday, due to an important business travel. Check
the urgency and importance of Wednesday meetings,
make suggestions of rescheduling during the on coming
week, on another day. Share the schedule with the 3
other colleagues of your department, to do their changes.
When all done, share it with the manager.

Upload to Google drive the necessary files for manager’ s
Wednesday meeting, so they are accessible from his
device, when he needs them

Thi jecthas b funded with f h *
il 2 European Union. This [project reflece the views only of eupd

Erasmus+ Programme ==
9 the author, and the Commission cannot be held

of the European Union
P responsible for any use which may be made of the pennnnext
information contained therein

EUROPEAN PERSONAL ASSISTANT LEVEL 3




Multi-tasking

Common Problems and dealing
procedures

Assignment of multiple tasks to a short given

time : Categorize tasks by urgency and importance.
Allocate your given time, start with difficult ones.
Use supportive software.

Team Work to solve Multitasks: Ask other
colleagues to support your effort. Team work is
very effective, especially when your tasks affect
your team’ s common outcome. Don’ t forget to
support their tasks, when they ask

‘t t'
Co-funded by the This project has been funded with support from the e u a
Erasmus+ Programme European Union. This [project] reflects the views only of
the author, and the Commission cannot be held

of the European Union
P responsible for any use which may be made of the pennnnext
information contained therein

EUROPEAN PERSONAL ASSISTANT LEVEL 3




Multi-tasking

Common Problems and dealing
procedures

Choosing the right tools to solve multitasks:
Choose from a wide variety of “electronic”
assistants. Use software to organize work, schedule
tasks, share timetable, files, photos and all
necessary information, with boss, colleagues,
customers, suppliers etc.
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Multi-tasking

e Multi - tasking

How does effective dealing of Multi - tasking help
reaching the overall aim of an organization,
according to the predefined results and within the
timeframe and budget?

Group discussion
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Multiple choice test

EUPANEXT LO 99 M 01
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e Review Question 1
— What prioritizing is about?
e Review Question 2

— |Is the creation of a timetable
important in organizing tasks
and schedule?
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e Multitasking can reduce productivity

e Prioritize tasks in terms of urgency
and importance

e Use common software to organize
work, create timetable, share it with
colleagues, save files to “cloud” and
make them easy to recover, wherever
and whenever you need
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