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The Chartered Management Institute


The Chartered Management Institute is the only chartered professional body that is dedicated to management and leadership. We are committed to raising the performance of business by championing management.


We represent 86,000 individual managers and have 450 corporate members. Within the Institute there are also a number of distinct specialisms, including the Institute of Business Consulting and Women in Management Network.


We exist to help managers tackle the management challenges they face on a daily basis by raising the standard of management in the UK. We are here to help individuals become better managers and companies develop better managers.


We do this through a wide range of products and services, from practical management checklists to tailored training and qualifications. We produce research on the latest ‘hot’ management issues, provide a vast array of useful information through our online management information centre, as well as offering consultancy services and career information.


You can access these resources ‘off the shelf’ or we can provide solutions just for you. Our range of products and services is designed to ensure organisations and managers develop their potential and excel. Whether you are at the start of your career or a proven performer in the boardroom, we have something for you.


We engage policy makers and opinion formers and, as the leading authority on management, we are regularly consulted on a range of management issues. Through our in-depth research and regular policy surveys of members, we have a deep understanding of the latest management trends.


For more information visit our website www.managers.org.uk or call us on 01536 207307.
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Chartered Manager


Transform the way you work


The Chartered Management Institute’s Chartered Manager award is the ultimate accolade for practising professional managers. Designed to transform the way you think about your work and how you add value to your organisation, it is based on demonstrating measurable impact.


This unique award proves your ability to make a real difference in the workplace.


Chartered Manager focuses on the six vital business skills of:


[image: images]  Leading people


[image: images]  Managing change


[image: images]  Meeting customer needs


[image: images]  Managing information and knowledge


[image: images]  Managing activities and resources


[image: images]  Managing yourself


Transform your organisation


There is a clear and well-established link between good management and improved organisational performance. Recognising this, the Chartered Manager scheme requires individuals to demonstrate how they are applying their leadership and change management skills to make significant impact within their organisation.


Transform your career


Whatever career stage a manager is at Chartered Manager will set them apart. Chartered Manager has proven to be a stimulus to career progression, either via recognition by their current employer or through the motivation to move on to more challenging roles with new employers.


But don’t take just our word for it …


Chartered Manager has transformed the careers and organisations of managers in all sectors.


[image: images] ‘Being a Chartered Manager was one of the main contributing factors which led to my recent promotion.’


Lloyd Ross, Programme Delivery Manager, British Nuclear Fuels


[image: images] ‘I am quite sure that a part of the reason for my success in achieving my appointment was due to my Chartered Manager award which provided excellent, independent evidence that I was a high quality manager.’


Donaree Marshall, Head of Programme Management Office, Water Service, Belfast


[image: images] ‘The whole process has been very positive, giving me confidence in my strengths as a manager but also helping me to identify the areas of my skills that I want to develop. I am delighted and proud to have the accolade of Chartered Manager.’


Allen Hudson, School Support Services Manager, Dudley Metropolitan County Council


[image: images] ‘As we are in a time of profound change, I believe that I have, as a result of my change management skills, been able to provide leadership to my staff. Indeed, I took over three teams and carefully built an integrated team, which is beginning to perform really well. I believe that the process I went through to gain Chartered Manager status assisted me in achieving this and consequently was of considerable benefit to my organisation.’


George Smart, SPO and D/Head of Resettlement, HM Prison Swaleside





To find out more or to request further information please visit our website www.managers.org.uk/cmgr or call us on 01536 207429.
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Foreword


There has never been a greater need for better management and leadership skills in the UK. As we’ve seen over the past couple of years, it’s all too often the case that management incompetence takes the blame for high-profile, costly and sometimes tragic failures. Put this in the context of a world dominated by changing technology and growing international competition, and every manager in this country has a responsibility for ensuring that he or she has the best possible skills to contribute to successful business performance.


So it is alarming that just one in five managers in the UK are professionally qualified. The truth is that we spend less on management development in the UK than our European competitors. Effectively this means that, if you want to develop professionally, if you want to boost your career chances, or if you just want recognition for the work you do, the onus is on you – the individual – to improve your skills. What it also means is that all of us – individual managers, employers and policy makers – need to answer difficult questions about how well equipped we are to lead in the 21st century. Are our standards slipping? How capable are we when it comes to meeting the skill requirements of modern business? Studies show that project management, alliance-building and communication skills are the three key ‘over-arching’ skills that must be mastered by the successful manager. But how many people can honestly claim they have mastery over all three?


In recent years the news has been dominated by stories focusing on breathtaking management failures. The collapse of the banking sector has been much-analysed and will continue to be discussed in the years to come. It’s not just the private sector. Vast amounts of column inches have been devoted to investigations of failures across the health and social care sector, too. The spotlight has also been on management, at an individual level, as the recession deepened in the aftermath of the banking crisis, with dramatic rises in the UK’s unemployment levels. Many managers are fighting an ongoing battle to control costs and survive with reduced credit and slowing demand. They are also struggling to prove their worth, to show they meet required standards now, and in the long-term.


But imagine a world where management and leadership enables top-class performance right across British businesses, the public sector and our not-for-profit organisations – where management isn’t a byword for bureaucracy and failure, but plays a real role in boosting performance. The way to achieve such a realistic utopia is by developing the skills that will help you, as a manager, perform to the best of your capability. And that is why this book will help. Its aim is to provide you with practical, digestible advice that you can take straight from the pages to apply in your working environment.


Does any of this matter? Well, you wouldn’t want your accounts signed off by someone lacking a financial qualification. You certainly wouldn’t let an unqualified surgeon anywhere near you with a scalpel, nor would you seek an unqualified lawyer to represent your interests. Why, then, should your employer settle for management capability that is second best? It means that you need to take time out to develop your skills so that these can be evaluated and so you can stand out from the competition.


What’s more, managers will play a critical role in determining how well the UK meets a wide range of challenges over the next decade. How can managers foster innovation to promote economic growth? How do they tackle the gender pay gap and the continued under-representation of women in the boardroom, as part of building truly fair, diverse organisations? Managers in all sectors will need to learn how to lead their teams through the changes we face; they will also need to be able to manage change. Above all, managers will need to grasp the nettle when it comes to managing information and knowledge. The key will rest in how they learn to manage themselves.


First-class management and leadership really can drive up both personal and corporate performance. It can boost national productivity and enhance social wellbeing. If you want to be the best manager you can be, this book is for you. In one go it will provide you with practical advice and the experience of business leaders. It is also a fascinating and enthralling read!


Ruth Spellman OBE
Chief Executive
Chartered Management Institute
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Introduction


Who should read this book?


If you want to upgrade your management skills, then this series of books – a sub-strand of the Instant Manager series – is for you. The series covers a range of skills needed by today’s managers including those set out in the employer-led set of standards (the National Occupational Standards) for leadership and management drawn up to improve the productivity and profitability of organisations in the UK. These standards are also aimed at helping with career development so are of benefit to employees and employers alike.


This book is for any manager – new or experienced – who needs help with managing their own skills, time and development in their working life. It is not jargon-filled or too complicated and theory-bound. It contains practical advice to help you in your working life. So, if you need to acquire the knowledge needed to make sure that you have the personal resources vital for you to do your job effectively then this book will help you to acquire the necessary skills. It will also help you to achieve that elusive work/life balance by taking a holistic view.


A range of topics, linked by the common themes of understanding and enhancing your own skills set in relation to your work role, is covered in each book in the form of ten questions on the topic plus an interview with a well-known business expert. In this book you will find the answers to questions that will show you how to manage yourself. First, you will assess your own current resources and learn how to fill any gaps in your knowledge and skills, establishing a plan for your personal development. You will then learn about how your personal networks can help you in your work role and how you can develop them to your advantage now and in the future.


At the end of each chapter, after a specific question has been answered, there will be a summary of the chapter and a short action checklist, which will give you a series of practical steps that you will need to take to overcome the challenge of that aspect of managing yourself.


The skills that you will learn in this book are vital to your success as a manager; you will also obtain tips on how to balance your work and the rest of your life to make the most of what you have. Of course, the skills you need are many and varied, so in this book we will be concentrating on the ones you need to manage your personal resources – your knowledge, skills and competencies, to ensure your professional development and to develop your personal networks


What skills do you need to manage yourself?


Many of the skills necessary to manage yourself are those that all managers will need – the general skills that you will use every day. But all managers need to manage their own personal resources (including the skills, knowledge and competencies they have acquired), and there are specific skills that will be vital if you are to ensure that you have all the personal resources you need to fulfil your work role successfully – now and in the future.


General management skills such as communication and objective setting will be vital when you are identifying and agreeing your work role and more specific ones such as time management will be vital in using your time effectively, especially when undertaking new activities that you may identify as necessary. Finally, self-assessment and reviewing skills will be necessary when identifying any gaps in your current skills.


Let’s look in a little more detail at the skills that will be necessary to manage yourself successfully:




[image: images]  Self-assessment – the most obvious aspect of managing yourself is knowing yourself. You will need to conduct a thorough and honest assessment of your skills, knowledge, understanding and time, and then use it to improve your performance. This is dealt with extensively in the first few chapters.


[image: images]  Setting objectives – when trying to improve anything it is vital to take an organised approach and a first step in this is to set objectives so that you have something to aim at that will produce the required improvements. The chapter on objectives will show you how objectives can help and how to set SMART objectives – i.e. objectives that are Specific, Measurable, Achievable, Realistic and Time-bound.


[image: images]  Obtaining feedback – objective feedback is useful in showing you where your performance can be improved (and, hopefully, where it is good enough not to need improvement) and if used effectively will allow you to set up a personal development plan that will lead to your future progress.


[image: images]  Personal networking – while we all have personal networks including friends, neighbours, family and work colleagues, you may not have considered how they can be developed so that they help you in your career. The two chapters on personal networking will show you how networks can help you in your work role and how you can develop effective, wide-ranging personal networks so that you can exchange information and resources.


What will lead to career success?


Although some people seem to just arrive in a job that is perfect for them without much evidence of great effort or planning, this is very rarely the case. Even today, in the celebrity culture that has developed involving ‘instant’ stardom after a brief appearance on a reality show, it is highly unlikely that little or no effort has gone in to that success. If you delve into any successful person’s background you will find that they have been working long and hard for that ‘overnight’ success. That celebrity who seems to have appeared out of nowhere will have been attending singing and drama classes and turning up for auditions, spending all their time on their life’s dream. Similarly, any top business person will have been working hard on career development and on building up a business as well as working on their own skills to prepare themselves and to achieve their goals. So, for your career to develop and to be successful you will have to put in the effort. To succeed in any field you will need:




[image: images]  determination


[image: images]  an organised approach


[image: images]  an understanding of what you need to learn


[image: images]  a vision of where you want to be.


In the forthcoming chapters you will go through a process of self-assessment to see how you can manage yourself to best effect in terms of career management, job success, personal development and achieving a work/life balance.


Let’s now move on to the challenges that will meet you in answering the first of our questions, which looks at the personal resources you need to carry out your work role.
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What personal resources do you need to do your job?


It is important to know what skills, aptitudes and attitudes that you need to possess in order to be able to do your job. You must make sure that you also possess the specific knowledge that the work role requires and that you have the time to carry out your duties properly. This knowledge of yourself will help you to see not only what you can do but also what you cannot do. So, your first task in managing yourself is to see just what you have to offer. Who are you? How do you perform? What is important to you? To answer these questions and then to see which of your personal resources you are using in your current work role you should consider a wide variety of areas about yourself.


Skills


Skills are those things that we have learned to do such as swimming, using a software program or understanding the intricacies and implications of a balance sheet. With a bit of thought it should be a relatively easy task to make a list of all the skills you have learned. Start with those that you use on a day-to-day basis in your work and then develop your list further by adding all the things you have learned in your personal life such as creative crafts, driving a car or speed reading. Lots of the things that you may think of as unrelated to work will have some relevance to your working life. Driving, for example, may not be a skill valued by your current employer if you are at a desk all day but in the future this may be an essential skill if you have to visit customers.


Abilities


Abilities are different from skills in that they are things that come naturally to us rather than having to be learned. This may include things such as persuasive capabilities, dancing and getting organised (although, of course you can learn to improve and expand many of your abilities).


Values


Values are the things that are important to you. They could encompass widely varying aspects such as patriotism and punctuality. Being aware of your values is an important part of knowing yourself and it is only when you know yourself that you can plan your personal and career development effectively. Values are also important in that it is highly desirable to work in an organisation that has values that are not at odds with your own. There is more about values in Chapter 9.


Attitudes


When you list your attitudes you will find that some are highly desirable such as being enthusiastic, tolerant or compassionate, while others may be less so – such as impatience or intolerance. However, most attitudes have positive and negative aspects. For example, tolerance can, in some circumstances be viewed as someone being too easy going, so try to see all aspects of the attitudes you have and how they might affect your working life now and in the future.


Knowledge


Everyone, no matter what their work entails, will have a level of knowledge about how to do their job, the organisation they work in and also specialist knowledge about products and so on. It is essential that you know what knowledge your job requires and also what knowledge you have that you use in the job or that could be useful in your working life in the future.


Experience


When you are thinking about experience do not just consider things you have done or learned at work but take into account things that have happened to you in your personal life too. Your experience could include having lived abroad, organised a charity dinner or worked with a youth group in your spare time. So, do not ignore the organisational experience you have if you have family responsibilities or the experience gained from voluntary work.


When looking at the experience you can call on in your working life, try to look at work roles you have fulfilled and broaden them out so that you do not think that you have just worked in a café, for example, but that you have worked with the public, dealt with money, worked under pressure and so on.


It is always a good idea to commit your findings to paper when carrying out an exercise like this. Although you may think you will remember everything about your own aptitudes, it is likely that you may overlook something at an important moment – such as when preparing a CV or attending an interview. Also, writing things down like this focuses the mind and a focused examination of yourself and your skills will always be better than a vague period of thinking about them. If you have listed your skills, experience, values and so on you should be able to see quite clearly just what you bring to your job and the personal resources that are in use.




If you can carry out this type of self-analysis on a regular basis it will become a habit and you will find yourself examining day-to-day actions to assess how well they went and finding out what you can do to make sure things go well next time you have to carry out that task. It is this assessment and subsequent continual improvement that is the basis of a successful programme of career development. It is part of being responsible for managing yourself.


Identifying the requirements of your work role


You can now look again at the areas of personal resources in the previous section and decide which of these are required in your current work role. Use the same categories – skills, abilities and so on – and list what you think is necessary in each category to achieve success in your current job. Use a variety of sources so that you can arrive at a comprehensive list of the job’s requirements. These sources could include:




[image: images]  the relevant job description


[image: images]  a person specification for your job


[image: images]  a discussion with your manager


[image: images]  details of your last appraisal


[image: images]  a review of your work diary.


In later sections in this chapter we will look in more detail at the more important categories of skills and knowledge: in Chapter 9 we will deal with values and in Chapter 7 we will see how your current work role fits into the organisation, so the details you collect at this point will be useful then. We will also look at how you can develop personally.


When compiling this list of the requirements of your work role, make sure that you do not just concentrate on the tasks that you have to carry out such as ‘dealing with customers’ or ‘inputting data’ but look also at things such as ‘motivating others’ or ‘providing leadership’. You should aim to cover the entire job so that you know what is required of you. If you have a comprehensive picture of the job’s requirements you not only see where you need to make improvements to your own skills and knowledge base but you will also develop an appreciation of the breadth of your skills and abilities that you can transfer to another job in the future.


The results of the work you do at this stage will be vital when you are discussing your job with those you report to and agreeing objectives for the role. They will also inform the direction you take in the future and help you to see how you can develop and take responsibility for managing yourself.




INSTANT TIP


If you’re feeling swamped it may be because there’s a lack of clarity or agreement over your job role, your manager’s expectations or the absence of agreed objectives. In this case, the onus may well be on you to take the initiative to sort it out.





What knowledge do you need?


Everyone, no matter what their industry, organisation or work role will need some knowledge that is specific to the field that they are in. If you are fully informed and up to date about all the goings-on in your industry you will make better judgements in your day-today tasks. Industry-specific knowledge includes knowing about developments in the markets in which your organisation operates, trends in the products or services that it offers, and legislation that directly affects what the organisation does and how it does it. Neglecting this aspect of your Continuing Professional Development (CPD) is a serious mistake (more on this in Chapter 5). Your professional knowledge needs to be kept up to date so regular effort is required to add to the base of knowledge that you bring to the job.


This knowledge can be gained in several ways including:




1. On the job – you will undoubtedly pick up more knowledge about your industry and about your job as you go about your day-to-day tasks. You should always be aware that you can learn and try to grasp learning opportunities as they come along.


2. Industry-specific training resources – these could be courses that are held in-house or at local colleges or distance learning packages either via video, or online. You could also attend conferences and seminars.


3. Reading trade magazines, newsletters and online data, etc. that will give you information about your industry that is as up to date as possible.


4. Joining a professional or industry-related organisation. These organisations will often have regular magazines that are sent to you as a result of your membership, plus newsletters and meetings that will allow you to meet others in your industry.


5. Networking with others from your industry – more about this in later chapters.




When you start to work for an organisation there will usually be some sort of induction training and it may be at this point that initial gaps in your knowledge will be identified. However, as your career progresses it may also become apparent that you need to know more about specific aspects of the industry. This will depend very much on the industry and on the role that you are playing in it, but it can be difficult to identify specific gaps. It is more likely that you will have a growing sense of your lack of knowledge while you are dealing with the day-to-day aspects of your job. To identify whether or not you have a knowledge-gap problem you should be asking questions such as:




[image: images]  Do people who report to you or who are on the same level as you seem to know more about the job than you do?


[image: images]  Do you feel that the knowledge you brought with you into the job is becoming out of date?


[image: images]  Do you want to know more about the more technical aspects of your job?


[image: images]  How do you think it would help you if you read technical/trade magazines and journals related to your industry?


[image: images]  Are you aware of market changes in your area of work?


[image: images]  Do you ever feel that you have insufficient information to make a decision?


[image: images]  Are you up to date with legislation that affects your job?


Having identified any shortfalls in your knowledge, you will need to spend some time searching out the relevant information. You may find it useful to divide your research into broad categories such as technical knowledge, knowledge of your organisation, legislation, market information, product details, and so on. Each of these types of information can be found in different ways and from different sources. Let’s look at where you might find the information you need.


[image: images]


Obviously, you will start your research where you have the most pressing need for knowledge. Decide which area will produce the greatest results in terms of improvement in the way you do your job. This is where you should start.




INSTANT TIP


If you use trade and professional magazines as a source of knowledge you will have to find a way of storing the information. You will find that these magazines quickly mount up and then you will not be able to find anything. So, don’t leave them in a pile by your desk – either read them or file them.





While carrying out this exercise try to consider the future needs of your work role. Bear in mind that change in business today is constant. There is an ever-present need for improvement and also technology will drive further change. You will need to keep up with industry changes, changes in business trends and new technology and its uses. This need to keep up to date with change in your industry will also apply to the next section where we will look at the sorts of skills that you need to carry out your job.


What skills do you need?


Although there will be skills specific to your current role and organisation, some skills are considered to be necessary whatever job you are doing. Let’s look briefly at these skills.


Communication skills


You should be able to communicate with others at all levels both verbally and in writing. This skill also covers listening. Making yourself understood and understanding exactly what you are being told is an essential skill. It is also necessary to be able to choose the appropriate method of communication. Consider the different types – you could make a phone call, send an email, write a letter, call a meeting, send a memo, set up a video conference call or discuss something with someone face to face. Some things need to be done face to face and one to one – giving formal feedback, for example, or delivering bad news – while other types of information will be easily and effectively communicated using a quick email. Finding the right method and then using the right words are essential skills in any work situation.


Numeracy and literacy


There has been a lot said in recent years about the levels of literacy and numeracy of school leavers and there is no doubt that both are essential skills at work. You should be able to read and write effectively and use numbers with confidence and if you have even the slightest lack of skills in either of these areas, you will suffer setbacks in your career as well as in health, social and domestic matters. There is a lot of help available at local colleges and online if you have any problems in these areas. In particular, many people feel slightly uncomfortable working in any detail with numbers but it is not necessary to feel like this – get help.


Ability to work in a team


This includes working as an effective member of a team and also, where appropriate, as a team leader. There is an old saying ‘There is no I in team’ and being an effective member of a team means playing your part in achieving a common aim. Understanding that aim and then using your own skills (there will be a wide variety of different skills in any competent team) will get better results than you could achieve alone. Being a team leader will encompass planning and project management at a basic level and these are skills that you will need as you go further in your career, so developing them now will be useful.


Don’t forget that the skill of working with others will come into play in all sorts of situations in addition to working in an easily defined team. Consider how you participate in meetings for example. The people in a meeting will have to discuss matters on the agenda, reach decisions and then take action. Do you contribute sufficiently and effectively? Are you a leader or an observer? It is a skill to be successful in meetings.


Organising skills


Being able to organise yourself, others and your tasks at work will prove invaluable in whatever job you do. Being organised involves good time management and setting up effective systems to keep things on track. The ability to manage your time – and your life – by making lists, setting priorities and objectives, and creating order out of chaos, can improve your life in a number of ways. For example, you will get more done, improve your performance, reduce stress and create a better work/life balance. Learning how to get organised is usually a matter of practice and application. You can learn the basics from books (such as this one!) and from seeing how other people get more done.


Problem solving


You should be able to think constructively, plan what you are going to do about a problem and organise a solution. People who are good at problem solving are usually those who take an organised approach, defining the task, evaluating the possible solutions and then taking action. It is essential not to take action too quickly – action without proper planning and consideration of all the implications will rarely work. It is always a good idea to evaluate the process after you have implemented your solution. This will help to show you what worked and what didn’t and will lead to improvements in your problem-solving skills in future.


Creative thinking


This means that you should be able to think around a situation, developing innovative solutions to problems and seeing how your performance and of others can be improved. Creative thinking can, and often does, happen by accident – while we’re getting on with life and not consciously looking for solutions to problems – but some creative thinking can be done as a purposeful exercise. To develop your creative thinking skills it is important to suspend judgement while you brainstorm a solution to a problem. You should allow plenty of time to think and be careful not to rule out any ideas you may have early on in the process. Note that deliberate creative thinking involves a certain amount of risk and ‘letting go’. If you have ever invented something, created a new way of looking at something or had an original idea then you are a creative thinker.


Decision making


The ability to assess a situation and reach a timely decision based on what you find is a skill that will often be used at all levels but will be especially valuable if you aspire to – or already hold – a management position. No one, not even the top business leaders that you may admire, makes the right decision every time. There are two ways of making a decision – one is using intuition (or following a hunch) and the other is evaluating evidence in a rational way. The traditional view of a talented, ‘natural’ business person is that he or she follows their instincts and just ‘knows’ what is the right thing to do while the rest of us have to use the more laborious approach to reaching a decision by assessing all our options and using lots of information and time, but in reality a blend of these two ways is almost always used.


Information technology


Essentially this is the use of computers to store, use and retrieve information and can encompass the use of a PC and other equipment such as laptops and so on. This is a skill that will, at some level, be required in all jobs. If you are in an office environment then you will usually need to be able to use a PC with confidence to produce written documents, send emails and use spreadsheets, presentation software and so on. Obviously, other jobs will require differing levels of competence and if you aspire to change careers then you will need to be familiar with the specific software that you may need to use. There are lots of ways that you can improve your information technology skills including online courses, tutorials that come with the software and courses at your local college, as well as plenty of practice in using those packages and equipment that are essential to your work role.


Interpersonal skills


Being able to deal effectively with others on a day-to-day basis is a vital skill in virtually all work roles. Even if you work predominantly alone, you will find that you will have to liaise with others from time to time and, if you are employed, you will certainly have to communicate with your boss. Of course, in roles where you will have to deal with customers, this skill assumes even greater importance. Good interpersonal skills will help you in many ways at work and in your personal life. If you develop these skills you will find it easier to work in teams and to get what you want out of meetings. They will also help you to gain promotion and to deal with responsibility when you are promoted. You will find you are better able to work effectively and collaboratively.


The ability to learn


Lifelong Learning and Continuing Professional Development are part of working life in the 21st century so a core skill for any worker is the capacity and desire to keep learning and developing your skills. If you use this capacity and desire to learn throughout your career you will undoubtedly increase your employability. Being open to learning new things is seen as an essential skill by employers in today’s fast-changing world.




INSTANT TIP


If you feel that your skills fall short in any of these core skills areas, make sure that you make plans now to improve. There are plenty of courses available, or you could approach your mentor(s) for advice if you have one, or approach your manager for help. It is in the interest of any organisation to make sure that all its employees possess these core skills.





These skills will undoubtedly be useful whatever job you are doing. There are other skills that are specific to certain jobs. You may need to be able to work with a particular accounting package for example, or to be fluent in a second language. In order to list these skills you need to examine your job description in detail and also exactly what you do on a day-to-day basis. Think about what you do that someone chosen at random would not necessarily be able to do. Do you need to drive a vehicle as part of your job, for instance? And if you’re managing people you will need to be able to delegate and motivate them. These are your job-specific skills.


Do you have sufficient time to carry out your job successfully?


Most people working in industry or services today will feel under a lot of pressure and will perceive that they do not have sufficient time to carry out their jobs. However, look around and you will usually find one or two people, possibly in a similar situation to yourself, who manage to get a lot more done without the panic and stress that often accompanies deadlines and pressurised working environments. These people are those who are focused and organised. They will have examined what needs to be done, set goals for themselves, and planned how and when they are going to meet those goals. People who are disorganised and who seem to be continually racing against the clock will not get as much done in each working day or achieve as much in their working lives as those who take a step back, think about what needs to be done and then approach it in an organised manner.


However, having said that people who take an organised approach will get more done, it is nevertheless the case that some people are overburdened employees. There is no doubt that we are all expected in our work roles to take on more and more, and there must be a point at which it is not possible to absorb more work. So, what can you do if you are overwhelmed by work and know that you do not have sufficient time to carry out your job successfully? First, you should tackle the issue of time management and there is more about this in Chapter 6.


When you are sure that you are managing your time as well as you can, then you must start to look at what you are expected to get through in a day. Start by writing a list of all the tasks and responsibilities that make up your work role and estimate how much time in a week or month each of the main areas takes you. Does this add up to more than your working hours? If not, then you would be well advised to keep a time log of a typical working week, noting how you are spending your time. It’s useful to do this in 15 minute blocks. If you feel that you are seriously overburdened at work (or at home), the time spent on this exercise will be repaid in terms of saved time and as a learning experience that will help you to see a solution to the problem. After a week of recording in detail like this, group the main tasks together so that you will be able to see just where your time goes. What can you eliminate or cut down? Are there areas where you waste time? Having done this, you will either see where you can make changes that will help you to fit your work into the time you have or you will have some evidence that your job needs to change.


If you find that it seems impossible on paper to do everything that is involved in your work role then you will have to make changes to your job. Most changes that you may be able to make in this situation are ones that you will need to discuss with your manager. If you can make a case for job changes being necessary to make it possible to do the job in a reasonable time, then it will be your manager’s responsibility to suggest and facilitate changes. However, discussions of this type always go better if you can find a solution or suggestions of your own to solve the problem before you take the problem to your boss. The idea being that you take a solution to your manager rather than just a problem.
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