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			Getting things done and staying organised

			
					Problem: how can you better organise your workload?

					Uses: good organisation at work is the key to efficiency: it allows you to reduce the chance of unexpected events whilst saving your energy.

					Professional context: personal organisation, organisation within the company, internal communication, delegation.

					FAQ:	Where do I begin?

	How can I spot the obstacles to good organisation?

	How can I regulate stress that prevents me from working?

	What is the role of delegation in the organisation of work?

	Organisation and communication: do they go hand in hand?

	How can I optimise my time?

	How can I manage my priorities?




			

			Do you feel overwhelmed or swamped by the number of things you need to do at work today? Do you not even know where to start, even though the stress is beginning to overwhelm you? This means that you urgently need to get organised, before things get out of control!

			Organisation is actually a tool for wellbeing at work, which means that you will be less stressed and more efficient in your tasks. In a professional environment that is certain to demand more and more from you, where time is broken up and tasks are endless, being able to intelligently organise your work becomes almost a condition of survival.

			Good organisation is acquired through the use of tools, but also through self-awareness with regard to your values, needs and limitations. As such, in this book you will find the key to better organisation, which is tailored to your personal functioning.

			The objective is to implement ‘green’ organisation, meaning organisation that suits you, through an overall reflection on your personality and the tools that you will be using, as well as your working environment (your colleagues and the company’s values). This way, you will not have to force things and your professional circle will see you as incredibly efficient!

		


		
			Features of a well-organised worker

			Framework set by the company

			You are probably not responsible for the organisational framework of your company, but you do have to live with it. It therefore plays an important part in arranging your personal workload. This framework is designed in the interests of a company, as it allows it to optimise its operation and costs, but it is also intended to benefit people, by respecting each individual within that company.

			Thus, organisation appears to be a strong point of communication within a company, as it establishes a protocol that allows each service and each individual to speak the same language. For this protocol to be implemented, it must be precise and comprehensible, i.e. simple, logical and easily transmitted. It must also be a source of inspiration for each individual organisation and serve as an example or guideline for them to follow.

			This is explained by Pierre-Marie Gadonneix, administrative and financial director at ITV Studios France, who has experienced strong human resource development in his company over the last few years.

			“Our ultimate aim is to produce television programmes. Organisation is therefore paramount as it is a way of optimising the primary function of the company. Cost optimisation requires more efficient organisation to allow for maximum respect of the human resources function. We must make sure that the pressure required for the function does not negatively affect the working atmosphere.
[…]
There cannot be multiple operating systems within a company. It is important to establish common processes to which every employee adheres, right from recruitment. Otherwise, this not only creates practical problems for projects, but also tension within the team.”

			Know yourself

			Values

			Our values make us who we are on a very fundamental level: they are embedded in us. They give meaning to our actions and lead us to act with all the strength we are capable of. It is therefore essential to know how to make best use of these fundamentals. We are naturally more efficient at tasks that are consistent with our values. Conversely, if our values do not line up with tasks, each of them requires considerable effort, often leading us to postpone them until later (procrastination), hoping that we will eventually find the motivation.

			Depending on the physical or psychological situation in which we find ourselves, we draw more or less on a specific value. This means that we constantly review our scale of values, so it is important to regularly re-examine what is important to us.

			Becoming aware of the values that sustain us enables us to prioritise tasks and thus to organise ourselves more naturally. Pay attention to your desires, because the tasks you want to do will be completed with greater speed and ease. But do not forget to buckle down occasionally (when your energy level is at its highest) to tackle the less rewarding tasks… 

			
				
					SELF-REFLECTION

					
							What are your values? They could include family, friends, work, contribution to society, sport, respect, social success, honesty, sharing. Write down everything that matters to you.

							Rank them in order of importance: try to determine the values that influence the majority of your actions and behaviours.

							How does your work contribute to them? What could you do differently to achieve greater personal integrity?

					

				

			

			Limits

			Knowing yourself is also about knowing your limits. These must be taken into consideration when getting organised. We all have ‘helping’ limits, those that allow us to respect and be compassionate with ourselves, and ‘limiting’ limits, which prevent us from acting or carrying out an action. They either protect us or hold us back. It is therefore important to identify them in order to turn them into a strength for our organisation. Ask yourself the following questions:

			
					“What are my ‘helping’ limits, those that protect me, preserve my energy and allow me to be consistent with myself and evolve?”	Example: I only accept physical contact, such as a hand placed on my shoulder, from my close friends.




					“Conversely, what are my ‘limiting’ limits, which restrict me and prevent me from moving forward?”	Example: I usually stay silent during group meetings; I prefer to let others talk.




					“What are the limits I impose upon others? Do I formulate them clearly?”

					“What do I do when a person crosses my limits? Do I react in a way that makes them understand?”

			

			By answering these questions and defining these elements, you will be clear with yourself and farsighted in your actions. You will be a reliable guide for implementing coherent and organised actions.

			It is also necessary to lay down these limits to others, in order to be consistent with your professional circle. For this, an essential relational competence is required: being able to say no. Jacques Salomé, a French psychologist and writer, explains that saying no to somebody else means saying yes to yourself. Knowing when to say no is one of the keys to good personal organisation and contributes to personal development. By refusing some things, you avoid letting others control your actions and can be consistent with yourself: it helps you to distinguish between your priorities and those of others. Saying no is also easier to do when you clearly recognise the needs you say yes to!

			
				
					SOMETHING TO REMEMBER

					Being available to others is obviously an excellent quality, but only if it does not stop you from doing what the company hired you to do. Moreover, a person who can say no to some requests with tact and firmness gives more value to their yes and will be more recognised and appreciated. This is not a sign of a disagreement or conflict, but the manifestation of a difference and an openness to the possibility of a real exchange. 

				

			

			Time management

			Good practices and causes of inefficiency

			Each individual has their own perception of time. It is therefore important to take stock of your own perception of time and how you manage it. By listing your strengths and weaknesses, you will be able to identify the good practices that you have acquired, but also the causes of inefficiency in the way you work.

			That way, you can highlight some strengths, such as always being punctual at meetings you are invited to, and some weak points, such as the fact that you are always in a hurry, which gives the impression that you do not take care in your work.

			
					For each weakness identified, ask yourself where it comes from. In the case mentioned above, the problem may be that you forget to complete certain tasks early on: you are relying on your memory, even though it can let you down! That said, you are now able to implement a solution to your problem, by determining a precise and measurable action: using a support that will allow you to remember events or things to do at time T, for example. The only thing left for you to do is choose the most appropriate support for your mode of operation: post-it notes, notebook, exercise book, personal organiser or any other tool of your choice that is both convenient and easily accessible.

					As for the best practices that you have observed, be aware of them and do not hesitate to draw from them to find solutions to your inefficiencies. As the saying from Zen Buddhism goes: “Look for what you are lacking in that which you already have.”

			

			Biological rhythm

			It is now scientifically proven: we have internal rhythms that are worth knowing and listening to. During a day, our body temperature varies, as does our muscle strength and brain activity. Thus, all the functions of our body work with these ups and downs.

			While it is recognised that efficiency is at its highest between 10:00am and 11:00am and between 3:00pm and 4:30pm, take the time to identify your most efficient hours, during which your mind is very alert, and your off-peak hours, during which your physiological needs – hunger, fatigue, and so on – decrease your performance. Observing your behaviour over one day will be the most effective method for reviewing these more and less productive periods.

			To use your biorhythm as an asset to your organisation, consider these cycles when allocating the different tasks you have to perform in a day. You will now simply schedule tasks that require greater intellectual availability into the time slots during which you know you are the most alert, meaning you will be all the more efficient.

			Obstacles

			Distractions

			External obstacles and distractions affect professional performance. Unsurprisingly, among them we find those factors that disturb our senses: noise, temperature, bad ergonomics in the workplace, and so on. Make sure that your environment does not disturb your concentration. Aerate your desk at least once a day and do not hesitate to close the door or listen to music through headphones to isolate yourself when you need to.

			
				
					EXTRA INFORMATION

					Make your workstation your own: during the week, you will spend the majority of your time there, so give it a little something to make it familiar and make you feel good, such as putting a small plant or personal object on your desk.

				

			

			Professional interactions

			As other people constantly ask things of us (by phone, email, requests for help, and so on), it is relatively rare that we will not be interrupted in our work. Indeed, we need to always be open to others, so it is often difficult to carry out a task from start to finish without having to respond to external demands.

			For example, the temptation is to immediately view the contents of an email upon receipt, and maybe even answer it. However, it is better to take the time to correctly answer each message, rather than deal with it briefly and only provide a partial or unhelpful response such as, “I will check and get back to you.” No doubt the other person will be glad to see that their request is being considered, but they still do not have their answer and they will probably have interrupted their task to read your message, just as you had done to answer them.

			
				
					WHAT IS THE BEST THING TO DO?

					Start by establishing rules on the use of communication tools. For example, choose to check your inbox a maximum of four or five times a day, at more or less regular intervals: in the morning on your arrival, mid-morning, midday on returning from your break, mid-afternoon and 30 minutes before you leave in the evening.

				

			

			These tips also apply to using your smartphone: possessing one does not mean you have to be permanently contactable. After all, inboxes are very good at their jobs! You can check your messages and call people back after you have completed the task you are focusing on. Again, you will be able to provide a better answer if your mind is not busy with other things. 

			Stress

			Not all obstacles come from outside; some, which are very disabling, are hidden within us. The most widespread and destructive of all is, undoubtedly, stress.

			Stress is a dramatisation of the future. When we are stressed, our mental state is affected: our behaviour, emotions and moods can swing from rational to irrational and our actions lose their consistency, sometimes to the point of completely paralysing us.

			Stress at work is not inevitable and you can work around it. The key is defining what is and is not your responsibility. Imagine three zones around you in which you will place the tasks you must perform:

			
					Your impact zone. This is the closest zone to you, where your actions and decisions have a direct effect.

					Your influence zone. This is a little further away from you. You can act in this zone but will not be able to directly affect the objective. However, your actions can have an influence.

					The zone that is out of your reach. This zone is too far from you and you have no control over what happens there, whatever action you decide to take. 

			

			Each zone is likely to generate stress, including the farthest zone. However, this zone is out of your reach: you cannot do anything to change the situation. It is therefore better to stop worrying and focus on your zones of impact and influence. By acting as best you can in these zones, you will be able to channel your emotions better and prevent stress from mounting.

			For example: you are flying to meet several major clients in another country, and your flight is delayed by two hours, which inevitably makes you late for the entire day. Instead of getting worked up, realise that this delay is beyond your control: you cannot do anything to make the plane arrive sooner (outside of your impact). However, what you do during this waiting time is entirely up to you (impact zone). Concentrate on this and do not put unnecessary pressure on yourself about a delay that is not your fault.

			
				
					STAY CALM

					
							Look at things as they are, without emotional interference: distinguish between the objective facts and your feelings related to these facts.

							Be in the present: this will stop you from anticipating a possible negative outcome that will stress you beforehand. Instead of thinking “If I do this, this could happen”, say “Today I am acting according to this valid goal, and I am expecting these results”, and keep in mind that no one can predict everything. 

					

				

			

			Procrastination

			Procrastination is a symptom that involves putting off to tomorrow what could or should be done today. This art of putting things off mainly manifests when too many things need to be done all at the same time, or when you have to do something that goes against your values. You then constantly think about what you should be doing, without finding the energy to actually do it.

			Begin by remembering this principle: if you have all the necessary information, immediate action is always quicker and often more effective than doing it later.

			Now, if it is absolutely necessary to postpone things until the next day, the best solution is to make this tendency to procrastinate a positive and creative tool by considering the future consequences of postponing each action, both for you and your professional circle. This will allow you to prioritise more easily. Ask yourself for which task may have the most serious consequences and focus on this task, leaving others for later.

			
				
					WARNING!

					Do not forget to find a spare moment later in the week or the month to complete all those little things you left out – no excuses this time!

				

			

			Prioritising tasks

			After exploring the internal factors of developing your personal organisation, it is now important to prioritise your tasks. Some need to be done before others due to their priority level. This seems obvious, but it is not so easy to implement, as to do so you have to be able to distinguish between what is important and what is urgent, and not confuse speed with efficiency.

			For this, it is easier to proceed step by step. Again, taking one step after another, you will take giant leaps forward and, most importantly, advance in

			
					For each project you are involved in, start by clearly identifying the tasks that come back to you personally. Break down the demanding and complex activities into different, more feasible parts.

			

			
				
					
					
					
							What is my role?

							What falls under my responsibility?

							What specific actions need to be taken?

					

				

			

			
					List them, whether on a piece of paper or in a table on your computer, in order to be aware of the scope of actions needed for each project. For this list to be effective, each task should begin with a verb that calls for action.

					Then, sort the tasks according to their urgency and importance, giving a number to each one. This will allow you to take into account the logic of the sequence of events as well as what agrees with your values, and the expectations and needs of your colleagues and managers.  For example: No. 1 – contact suppliers; No. 2 – identify customer needs; and so on.

					All that remains now is to schedule tasks over time, by roughly estimating the time required to complete each one. It is important to update your calendar, leaving yourself some room for manoeuvre in case of unexpected mishaps. The result will be something like this: Monday and Tuesday – contact suppliers; Wednesday – identify needs; and so on. Review your plan as often as necessary.

			

			
			
			Know how to delegate!

			
			
			
			
			“What can I delegate?”

			
			
			
			“To whom should I delegate?”

			
			
					Assess the task to be delegated;

					Identify the skills and responsibilities required for its completion;

					Choose a skilled and motivated person. You can also simply consider their potential, providing them with further training if necessary. 

			

			
				
					
					
				

			

			“How do I delegate well?”

			
			
					reporting, or upward information from contributor to the delegator;

					debriefing, or exchange on the same level for the different contributors;

					appraisal, or downward information from delegator to the contributor.

			

			
			
					Define a clear and precise objective to be communicated and respected. This requires a mutual commitment on the resources and clearly defined responsibilities.

					Delegation must be in congruence with the objective and in harmony with the expectations of the employee, while respecting their interests. It must be a win-win exchange. You delegate a task to achieve a goal that has been set for you.  The employee must also benefit from it: feeling that they are the right person to perform the task, showing their investment and skills, but also proving that they are able to excel. Pay attention to possible resistance as well as excessive enthusiasm, and treat them with the right amount of understanding and/or firmness.

					Check in regularly, without micromanaging. Control allows for modifying an action undertaken if necessary, congratulating, initiating additional action, or adding or removing resources, and so on.

					Stop trying to take over and do things yourself. You have your way of doing things and your employee perhaps has a slightly different way. Let it go! The important thing is that the employee has understood the goal you have set for them and all the parameters involved in achieving it.

					Pay attention to your communication, whether upstream, downstream, or during the execution of the delegated task. Have you prepared the foundation of your delegation well? The communication you establish beforehand will be useful during and after the task.

					Remember to conclude the experience with a post-delegation discussion. Providing the employee with feedback on their work is of paramount importance for their development and adhesion with the company.

			

			
				
					
					
							Do not delegate in a hurry as you may skip a step or poorly communicate the goal.

							Do not be a perfectionist: know how to let go regarding methods that may be different from yours, but just as effective. Too much control leads to disempowerment and a loss of motivation.
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