Class 8. Delegating Your Time at Work

Task 1. Give examples of productivity of work place. What does it mean to be productive in your working place?

Task 2. Read the text.

Effective vs. Efficient
Are you efficient, effective, or efficiently effective? As you are focused on getting things done efficiently you may be making very quick decisions. You rapidly move through tasks and check things off your To-Do list one, two, three. You look productive because there is activity, your list is full of check marks or strikeouts showing completion, and your calendar shows meetings. That To-Do list isn’t too long and overwhelming because you’re on it. The question is:

Are doing the right things? The key to effectiveness is that you’re doing things that lead to results in the realm of your responsibilities. Meanwhile the key to efficiency is getting your things done in a manner that consumes just the appropriate amount of energy and resources. 

Personal efficiency is related to the systems that you have in place – the things that allow you to accomplish the most easily. Some characteristics of people who are efficient are:

· You are organized. You can find things quickly. 

· You know how to use the tools on your computer to the nth degree 

· You write readable and actionable emails 

· Your meetings are well run 

· You process all the expense reports turned in to you at one time and on a regular schedule (for example) 

· You know how to work well with your assistant 

Personal effectiveness is closely related to education, experience, and expertise. Your effectiveness is supported by personal efficiency but it’s not the same thing. Education, experience and expertise are the things that give you the ability to meet the goals you have. If you are accomplishing goals that are not your goals continually – you are not being effective. You are being active but not effective. Examples of effectiveness are:

· Meeting deadlines for reports or other contributions 

· Making quota 

· Earning the amount you target 

· Taking the personal time you desire 

· Leading your team to define and execute a project 

Let’s briefly view the elements of education, experience and expertise as they contribute to your effectiveness.

Education is formal education in college, high school or other institutions. It is also tutoring you receive from a mentor or boss. Education comes from those classes you add to your work week such as Negotiation Skills or Managing a Team workshops. Education is advanced as you read and learn independently. 

Experience and expertise are the accumulation understanding, savvy and wisdom resulting from involvement and history. Seeing how things are done and hearing evaluations of actions and decisions yields experience. Finding and remedying mistakes is often the fastest path to expertise. Those things that lead you to think, “I’ll never do that again,” yield loads of experience and expertise. 

Efficiency and Effectiveness are different and combined lead to an unstoppable result orientation which feeds success. See how you can find more of each then watch where you go from there!

Source: http://www.lifehack.org/articles/productivity/effective-is-not-the-same-as-efficient.html
Task3.  Explain the meaning:

A.

	time sink
	

	be cost effective
	

	high-reward task
	

	B.
	

	to pass on work to sb
	

	talk oneself into doing sth 
	

	let oneself build up to being comfortable with sth/sb
	

	C.
	

	palm a task off on someone
	

	put sb on a trial period
	

	monitor somebody’s work
	

	give sb the boot (infl) 
	

	be time consuming
	

	D.
	

	ask of sb
	

	provide feedback
	


Task 4. Give examples of what is consirederd to be productive /non-productive activities at your working place. Prepare a report about a company/university devision efficiency ration and its productivity.

