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SECTION 1: CREATING A TASK LIST  

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Specific Outcome  
 

On completion of this section you will be able to create a task 

list.  

Assessment Criteria  
 

 The purpose of a task list for self and one's team is 

explained using examples.  (SO 1, AC 1) 

 A task list is produced for the team, sequenced to meet 

organisational requirements.  (SO 1, AC 2) 

 Information and documentation required are recorded on the 

task list and flagged for further action. (SO 1, AC 3) 

 Resources and the acquisition thereof are identified 

according to the task list. (SO 2, AC 3) 
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1.1 INTRODUCTION 

 
 
More often than not we tend to work very hard and for long hours inorder to keep up with our 

work. But unfortunately, we do not achieve our objectives. There simply does not seem to be 

enough time.  

 

Let us answer the following questions; 

 

Do you….. 

QUESTION YES  NO 

Normally feel so frustrated at the end of the day because you did not 

complete all the tasks that you planned to do? 

  

Often have more items on your To-Do-List than you can do?   

Feel like you need more life in your work life balance?   

Feel pressured when completing tasks?   

 

If your answer to the above questions was YES, then you need time management skills. 

Research has shown that people who possess good time management skills are the highest 

achievers in both the workplace and in life.  

 

1.1.1 CONCEPT OF TIME 

Time is the continuum in which events succeed one another from past through present to future. 

The clock is one of the popular instruments that is used to measure time.  

 

Time waits for no man- author unknown 

 

 

 

 

 

 

 

Can time be controlled? Discuss. 
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1.1.2 CONCEPT OF TIME MANAGEMENT 

 

According to Wikipedia (2012), time management is the act or process of planning and 

exercising conscious control over the amount of time spent on specific activities, especially to 

increase effectiveness, efficiency or productivity.  

 

In summary, time management involves the following: 

 Effective Planning 

 Setting goals and objectives 

 Setting deadlines 

 Delegation of responsibilities 

 Prioritizing activities as per their importance 

 Spending the right time on the right activity 

 

1.1.3 BENEFITS OF TIME MANAGEMENT 

Time management plays a range of roles to an administrator. The following are some of the 

benefits of good time management skills according to The Management Study Guide (2012); 

 

1. Reduced Stress 

Amongst all the benefits of time management, reduction of stress is one of the greatest benefits. 

By managing your time effectively and following an organized and prioritized schedule, you are 

bound to lead a life with relatively less stress and worries. Time management allows an individual 

to complete tasks on time, thereby lowering levels of frustration to great extents.  

 

Conversely, when your schedule is not intact, your head is a jumbled mess with what you have to 

do, what you should do, and what you would like to do. As a result, you end up not doing 

anything. Thus, planning your time schedule in advance helps you complete your work without 

adding stress and frustration. 
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2. Peaceful Mind 

Managing your time helps you to achieve things on time and gives you feelings of relaxation. 

With a proper sketched out schedule, you will have sufficient time to enjoy and relax. Besides, 

with time management, you do not even have to worry about fulfilling things since you have set 

up the schedule in such a way that everything would be done in an organized manner; thus, 

relieving you from rushing and overworking. And when everything’s done on time, you have a 

sense of achievement, thereby adding more to your peace and relaxation. 

 

3. Improved Productivity 

Another big advantage of managing your time is increase in your productivity. With a proper and 

effective time management plan, you have more time to complete more tasks, probably beyond 

your imagination. Instead of running here and there for completing your tasks and ending up with 

none, you can utilize your time management plan for producing quality results. The extra time will 

not only let you achieve important tasks, but will also give you free time to work towards 

accomplishing more goals. In short, increased productivity can be a ladder for getting a 

promotion at work, earning more money, and meeting your goals faster. 

 

4. Confidence  

Proper time management gives one some confidence to carry on. This is partly because you 

have taken back control of your life. Checking things off your to-do-list will cause your confidence 

to soar as you realize that you can finish what you start. As your accomplishments grow so will 

your confidence. 

 

5. Control 

Proper time management allows an individual to take some measure of control over ones work. 

By pre-planning activities one can determine the order of completing tasks. Therefore knowing 

exactly what you need to achieve each day and having a plan to ensure that these things get 

done, will help you be more in control of your destiny. 

 

1.2 PURPOSE OF TASKLIST OR TO-DO-LIST 

 
A To-Do list or task list is a list of important tasks that you will need to carry out within a given 

period of time. They are a crucial tool for those that want to be skilled at time management. The 

concept of a To-Do list is quite simple. By having all of the things you need to do written down or 

placed into an electronic planner, it will become easier for you to remember the tasks that you 

need to carry out.  
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The importance of drawing up a task list include;  

 Helps people not to forget tasks that they are suppose to do. Task Lists are important for 

people who have a large number of different things they need to get done. If you are the 

type of person who frequently forgets important things they need to do, then a To-Do list 

is something you won't want to be without. 

 One of the most important reasons for keeping a to-do list is the organization. Organizing 

your tasks with a list can make everything much more manageable and make you feel 

grounded. Seeing a clear outline of your completed and uncompleted tasks will help you 

feel organized and stay mentally focused. As you cross items off your to-do list, you'll feel 

a sense of progress and accomplishment that can be missed when rushing from one 

activity to the next. The affirmation that you are making progress will help motivate you to 

keep moving forward rather than feeling overwhelmed. 

 If you record all your tasks in a to-do list, you can easily review the list and prioritize the 

most important tasks. Why waste time on trivial activities when there are important 

matters that need your attention? A to-do list will help you focus your attention on the 

most important task of the moment.  

 Motivational speakers will tell you that task Lists  are a useful motivational tool when used 

as a way to clarify goals. It's easy to say, "I want to get that promotion," but listing the 

steps that you intend to take to accomplish that goal can help clarify your thoughts and 

give you achievable short-term goals. As you succeed at each step along the way, you'll 

gain confidence crossing those items off your list! 

 

1.3 COMPILING A TASK LIST 

Let us look at how one can prepare a task list for himself and the one for his or her team. The 

following are the steps that one can follow to prepare a task list for one’s self.  

1. On a new page, write down everything you would like to accomplish tomorrow.  

2. Now look at each item and, if it feels too big to start, try to break it down into smaller 

pieces. For example, don’t write down “study for exam” or “write progress report.” These 

items are huge and require many hours to complete and we often put them off because 

we don’t know where to start. 

3. Next, prioritize this list by placing one of the following letters next to each item: 
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A - Highest priority. Getting these items done tomorrow is very important. 

B - Medium priority. You would really like to finish / accomplish these things, but they can 

wait if you run out of time. 

C – Lowest priority. Getting these items done tomorrow is not very important. 

4. Now think about when you will have blocks of time to devote to each of these items, 

making sure you take care of the ‘A’ items first and the ‘C’ items last. Do this exercise 

daily: it is an effective way of managing your time. 

 

ITEM PRIORITY 

  

  

  

  

 

Remember, a task list can simply be a table in which you write down your tasks, the status, due 

date and to whom to report to.  

 

For example: The following table is only an example of how one can set up a task list for oneself. 

 

PRIORITY TASK DUE DATE RESPOND TO STATUS 

- Update 

procedures 

14/06/2013 Manager Done 

2 Research for a 

progress report 

15/06/2013 Manager  

3 Coach a new 

employee 

16/062013 Training 

Manager 

 

1  Write a memo 14/06/2013 manager  

 

 

It may be easier for one to compile an electronic task list. Software exists that will enable one to 

list your tasks, the due date and the status. The advantage is that it can remind you of 

outstanding tasks, appointments and one can view it in different ways according to; 

 

 Priority 
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 Due date 

 Work description 

 Resources 

 

PREPARING A TASK LIST FOR A TEAM 

 

Now that we know how to create our own task lists, let us look at how to compile a task list for a 

team. Creating a task list for a team, will take a little bit of more planning and coordination. The 

normal practice in the working environment is to compile an outline for the project that needs to 

be completed.   

 

This will indicate the major tasks to be completed for a specific action or day to day activities. 

Each task is then divided into smaller duties until a detailed task list is recorded. It is 

recommended that a ‘mind map’ be utilised for each task. This will ensure that no activity is left 

out. 
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The diagram below shows mind mapping of activities.  

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You can divide each task into smaller sub-tasks and even sub-sub tasks which can be allocated 

to different groups of people. Therefore, before drawing a task list it is important for one to do a 

brain storming activity. Let us look at the different steps that need to be taken into consideration 

when doing a mind map; 

 

 What tasks need to be performed? 

 In what order do the tasks need to be performed? 

 What tools and equipment are needed to implement the tasks? 

 Who will be available to do the task? 

 What procedures or rules need to be followed? 

 What skills are needed? 

 Where do the tasks need to be performed? 

 When do the tasks need to be completed by? 

 

Step 1: What tasks need to be performed: Mind Mapping?  

 

Make sure you plan thoroughly when compiling the mind map. Only keep to the tasks to be done, 

not the detail of ‘how’ and ‘who’. The information on the task list can be captured electronically or 

processed manually. You need to update and maintain your task list on a regular basis. New 

tasks should be added and outstanding work should be prioritised and rescheduled when and if 

necessary.  

 

Goal 

Task 

Task Sub task 

Sub sub 

task 

Sub task 
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Remember it is important to establish a goal and an objective for your task.  

 

 Goals establish where you intend to go and tell you when you get there. They help 

improve your overall effectiveness as a company whether you want to increase your 

share of the market, for example, or improve your customer service. The more carefully 

you define your goals, the more likely you are to do the right things and achieve what you 

wanted to accomplish in the first place. 

 Objectives are the specific steps you and your company need to take in order to reach 

each of your goals. They specify what you must do and when. 

 

 

Think of goals and objectives this way: 

 Goals tell you where you want to go; objectives tell you exactly how to get there. 

 Goals can increase your effectiveness; objectives back your goals and make you more 

efficient. 

 Goals are typically described in words; objectives often come with numbers and specific 

dates. 

 

For example, suppose that your goal is to double the number of people using your Web-

conferencing service. Your objectives may be as follows: 

 Gain awareness by placing print ads in four regional markets and by airing radio ads in 

two major markets (by June 10) 

 Attract first-time customers by offering an online giveaway of R1,000 (by June 1) 

 Cultivate prospects by implementing a permission-based weekly e-mail to 2,500 targeted 

contacts (by July 10) 

 Convert 10 percent of prospects to clients, using e-mail reminders (beginning July 25) 

 

 

All objectives must be SMART 

 

NB 

 Specific: Objectives should address the five Ws… who, what, when, where, and why. 

Make sure the goal specifies what needs to be done with a timeframe for completion. Use 

action verbs… create, design, develop, implement, produce, etc. Example: resolve 

accounting discrepancies within 48 hours. 

 Measurable: Objectives should include numeric or descriptive measures that define 
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quantity, quality, cost, etc. How will you and your staff member know when the goal has 

been successfully met? Focus on elements such as observable actions, quantity, quality, 

cycle time, efficiency, and/or flexibility to measure outcomes, not activities. Example: 

secure pledges from ten new donors by the end of each week.  

 Achievable: Objectives should be within the staff member’s control and influence; a goal 

may be a “stretch” but still feasible. Is the goal achievable with the available resources? Is 

the goal achievable within the timeframe originally outlined? Consider authority or control, 

influence, resources, and work environment support to meet the goal. Example: obtain 

the XYZ professional certification within two years.  

 Relevant: Goals should be instrumental to the mission of the department (and ultimately, 

the institution). Why is the goal important? How will the goal help the department achieve 

its objectives?  

 Timely: all objectives must be time bound 

 

 

Step 2: What is the order of the tasks? 

When we consider the diagram below, all different tasks will probably be done by different teams- 

thus every task can start at the same time. 
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It however does not always work like this. Sometimes the one task is dependent on the other e.g 

we should wire a house before connecting it to the substation. The sequence will also depend on 

the availability of resources at that particular moment. 

 

Step 3: What resources are needed? 

All resources needed to complete each activity must be identified. Resources  in the workplace 

can be divided into 5 categories namely; 

 People 

 Equipment 

 Materials 

 Building  

 Finances 

 

 

People The most important asset of any organisation is its people. Human resource 

allocation is to maximise the utilisation of available and capable personnel 

resources to achieve business goals, to plan professional development and 

cater for high work morale. It is also the efficient and effective deployment 

of equipment, material, training and skills required by personnel 

Equipment Equipment includes tools, machinery, computers or various types of 

equipment and furniture needed for the task, It is crucial that equipment is 

efficient for use and regularly maintained to counter operating problems, 

delays and morale degrade. The use of equipment must be monitored. 

Materials Another resource responsibility is to plan for the appropriate use, 

conversation and security of materials, supplies and merchandise. Loss of 

supplies and materials has been a huge concern in all industries. ‘some 

experts claim that the US has the highest rate of employee theft and 

dishonesty in the world’ (Leonard et al: 2004) 

Building The place where the task is launched is of utmost importance. Several 

factors will influence this decision, such as availability, cost, safety, space 

etc. Space should be used efficiently and should be allocated specifically to 

the team, individual, equipment and material that is needed for the task. 

Finances Financial resources control all activities in an organisation. It is crucial thay 
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you participate in decision making regarding annual and periodical budget 

planning. ‘Finance is concerned with the process, institutions, business and 

governments;- Gitman 2003. As supervisor or manager you need to have 

some insight in organisational finances to justify labour requirements, 

negotiate operating budgets, deal with financial performance appraisals and 

sell proposals on the basis of their financial merits. 

 

Step 4: Who will be available to do the tasks? 

It is important to list the different stakeholders or responsible people’s names or functions in your 

task list. Include stakeholders to whom tasks can be delegated and included in the task list. This 

will help one to confirm their readiness ahead of time, and will help with the monitoring of tasks. 

 

Step 5: What procedures need to be followed 

This stage is crucial in any task. Make sure that you know exactly what procedures to follow, 

when and how. Procedures might have an influence on the sequence of the task list. 

Authorisation of some equipment, material needed or health and safety guidelines might delay 

some tasks. 

 

Example:  

Mr Johns was assigned the task of replacing water pipes between 2 major suburbs. The 

Department of Labour stopped from starting the work until his employees had proper personal 

protective equipment. 

 

Step 6: What skills are needed to perform the tasks? 

It is crucial to be skilled to perform all the needed tasks. If staff members first need to be qualified 

or registered to be authorised for a certain job, it is important to put that in place first on your 

priority list. 

 

Step 7: Where should the tasks be performed? 

Depending on the type of task, you will need to know the location of the task e.g ‘Where the 

material should be delivered? Should it be close to the work area or should it be stored in a 

security area? Where the task should be performed? Where will the other team members be? 

 

Step 8: When do the tasks need to be completed? 

Completion dates should be in line with prioritising and sequencing of work. It is important that 

these dates are not merely selected by one party, but that every role-player will be involved in the 
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decision making process. The task list will guide every team member to keep to their particular 

deadlines, so that the other tasks may follow or be completed. 

 

Top enable you to implement and utilise the task list effectively, you need to be familiar with the 

process to identify tasks assigned to an individual or a team. The final outcome of any effort is 

more a question of WHO does the work than of HOW the work was done. 

 

The estimate duration of a task is determined by having access to resource capabilities and 

member’s experience of previous similar tasks. Certain procedures are required to be able to 

complete assigned tasks. It is your responsibility to ensure that the prescribed procedures are 

followed during the completion of the assigned tasks. 

 

To determine a certain time for a job to be completed one can not only rely on previous 

experiences in terms of how long it takes for the job to be done. One should also make 

allowance for; 

 Corrections to be done 

 Fatigue 

 Personal needs 

 Unavoidable delays from other sections 

 Monitoring and evaluation work. 

 

It is extremely difficult to determine a time for fatigue or personal needs, but keeping delays such 

as these combined in an estimated calculation, you will get to a more realistic timeframes that will 

ensure less stress and more time for quality work, feedback and evaluation. 
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 TASK 

 

GOAL : 

 

OBJECTIVES: 

 

ACTIVITY PROCEDURES 

APPLICABLE 

RESOURCES RESPONSIBILITY WHERE 

ACTIVITY 

SHALL BE 

PERFORMED 

DEADLINE ACTUAL 
COMPLETION 

DATE 

Signature of 
Appropriate 

Authority 
(when 

completed) 

        

        

        

        

        

        

        

 

 

NB: The activities must be written in their sequence of execution 
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1.4 RECORDING INFORMATION INTO A TASK LIST 

 

Recording of tasks on the task list should be kept detailed, yet brief. Keep the tasks specific and 

measurable always. When a task is written too vaguely, the responsible person will not know what 

is expected from him/her and the one who monitor will not have the slightest idea on what to 

monitor. Rather try to break down tasks into sub-tasks and sub-sub tasks so that both the 

implementation and control will be manageable. 

 

Another way in which recording of the task description can be done is to simply list the tasks 

according to a numbering system, and only add the number to your task list. To this end, a table 

listing all the tasks and the reference number is required. 

 

Example:  

For example you can have a task with more than 100 sub-tasks and sub sub tasks – cutting grass 

on the sides of the road. 

 

 

Activity Task reference number 

Verify the area to be covered 001 

Look for quotations for equipment 002 

Select the best quote 003 

Buy from the selected supplier 004 

Organise the labour force 005 
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SECTION 2: PRIORITISATION OF PERSONAL AND 

TEAM TASKS  

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Specific Outcome  
 

On completion of this section you will be able to prioritise 

personal and team tasks.  

Assessment Criteria  
 

 Criteria for prioritising tasks are explained according to 

organisational, personal goals and values.  (SO 2, AC 1) 
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2.1 INTRODUCTION 

 

We all have many things to do, and we never have time and energy to do them all. We don't have 

time and resources to do them equally well either. Many things will be left undone, no matter how 

hard you try. Prioritizing is a way to solve that frustrating problem. 

Prioritizing skills are your ability to see what tasks are more important at each moment and give 

those tasks more of your attention, energy, and time. You focus on what is important at the 

expense of lower value activities. 

C. Ray Johnson, in one of the final chapters of his book CEO Logic: How to Think and Act Like a 

Chief Executive, summarizes: 

 "Prioritizing is the answer to time management problems - not computers, efficiency experts, or 

matrix scheduling. You do not need to do work faster or to eliminate gaps in productivity to make 

better use of your time. You need to spend more time on the right things..." 

THE IMPORTANCE OF ORGANISATION IN WORK PRIORITISATION  

Before you can prioritize, you must first organize. There is no one way to organize, but whatever 

system you choose must make sense to you. Remember the goal of organization is to find things 

without wasting time. 

 

Clutter is a major time waster. Clear the clutter from your desk; discard those things that are 

unnecessary. Some experts suggest keeping only the papers you are working on that day on the 

desk, others suggest vertical files to hold all the paperwork for the week or duration of the project. 

Make piles, use bins, keep a recycling bin or shredder handy, and eliminate those items that 

clutter the desk and require you to handle them multiple times. The goal is to remove items, 

especially paper, that come between you and your high priority tasks. Train yourself to handle 

every piece of paper once. File it, act on it, or discard it. 

 

Organize email. Move important emails into clearly marked folders, or flag them for future follow-

up. By doing this, you ensure you can quickly retrieve information when needed, and maintain your 

inbox at a manageable size. 

 

The most important part of organization is to make it a habit. Sort mail and email as you receive it. 

Delete unwanted or unnecessary emails. Organize in the morning before starting the day, or at the 

end of the day, to plan for tomorrow. Daily organization can take as little as five minutes and still 

be effective. 

 

http://www.amazon.com/exec/obidos/ASIN/1564143511
http://www.amazon.com/exec/obidos/ASIN/1564143511
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2.2 TIME MANAGEMENT GRID 

A useful tool that can be used to prioritise work activities is the Time management matrix designed 

by S. Convey (1994). The Urgent/Important Matrix is a powerful way of thinking about priorities. 

Using it helps one to overcome the natural tendency to focus on urgent activities, so that one can 

keep clear enough time to focus on what's really important.  

 

Figure below shows the time management matrix. 

 

FIGURE 1: Time management matrix 

 

Source: http://www.iainsmithcoaching.co.uk/coveys-quadrants/ 

http://www.iainsmithcoaching.co.uk/coveys-quadrants/
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For us to understand the above quadrant we need to understand the meaning of important and 
urgency. 
 

 Important activities have an outcome that leads to the achievement of your goals. 

 Urgent activities demand immediate attention, and are often associated with the 

achievement of someone else's goals. 

 

Quadrant 1 – Urgent & Important, this quadrant refers to critical emergencies, crises, last-minute 

deadlines that arrive because of unforeseen circumstances and lack of attention to important 

things before they turn critical. Perform these duties now. 

 

Quadrant 2 – Not Urgent but Important, this quadrant refers to regular activity needed to achieve 

future goals but also prevent disasters from showing up in Quadrant 1. Plan to do these tasks 

next. 

 

Quadrant 3 – Urgent but Not Important, this quadrant refers to interruptions and distractions 

throughout the day that take our attention away from more important matters. Postpone these 

chores. 

 

Quadrant 4 – Not Urgent and Not Important, this quadrant refers to absolute time-wasting 

activities that do little to achieve goals or address important matters at hand. Avoid these 

distractions altogether 

 

 
NB 

 

The most effective people spend their entire day in Quadrant 2 whereas ineffective people spend 

most of their day in Quadrants 1 & 3. (Lazy people seem to spend their time in Quadrant 4.) The 

only way to have more time in Quadrant 2 is to stop doing things in Quadrants 3 & 4 (after all, you 

can’t ignore the urgent important matters in Quadrant 1). 
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STRATEGIES FOR DIFFERENT QUADRANTS OF THE MATRIX 

 

Urgent and Important 

There are two distinct types of urgent and important activities: Ones that you could not foresee, 

and others that you've left to the last minute. You can avoid last-minute activities by planning 

ahead and avoiding procrastination. Issues and crises, on the other hand, cannot always be 

foreseen or avoided. Here, the best approach is to leave some time in your schedule to handle 

unexpected issues and unplanned important activities. (If a major crisis arises, then you'll need to 

reschedule other events.) If you have a lot of urgent and important activities, identify which of 

these could have been foreseen, and think about how you could schedule similar activities ahead 

of time, so that they don't become urgent. 

 

Urgent and Not Important 

Urgent but not important activities are things that stop you achieving your goals, and prevent you 

from completing your work. Ask yourself whether these tasks can be rescheduled, or whether you 

can delegate them. A common source of such interruptions is from other people in your office. 

Sometimes it's appropriate to say "No" to people politely, or to encourage them to solve the 

problem themselves (our article "'Yes' to the Person, 'No' to the Task" will help here). Alternatively, 

try scheduling time when you are available, so that people know that they can interrupt you at 

these times (a good way of doing this is to schedule a regular meeting, so that all issues can be 

dealt with at the same time.) By doing this, you'll be able to concentrate on your important activities 

for longer periods of time. 

 

Not Urgent, but Important 

These are the activities that help you achieve your personal and professional goals, and complete 

important work. Make sure that you have plenty of time to do these things properly, so that they do 

not become urgent. And remember to leave enough time in your schedule to deal with unforeseen 

problems. This will maximize your chances of keeping on schedule, and help you avoid the stress 

of work becoming more urgent than necessary. 

 

Not Urgent and Not Important 

These activities are just a distraction, and should be avoided if possible. Some can simply be 

ignored or cancelled. Others are activities that other people may want you to do, but they do not 

contribute to your own desired outcomes. Again, say "No" politely, if you can. If people see you are 

clear about your objectives and boundaries, they will often not ask you to do "not important" 

activities in the future. 
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2.3 STEPS FOR PRIORITISING TASKS 

 

The following are some of the key steps that one can follow when prioritising tasks. 

 

Step 1: The first step is to make a list. Write down all the tasks or items you need to complete. For 

large projects, identify individual tasks that move the project forward. These should be small 

enough to be completed in a few days or a few hours. One source suggests keeping each task to 

something that can be accomplished in 1-2 hours.2 Depending on application; your list may be 

focused on what can be accomplished in a single day, in the course of a week, or even longer. 

 

Step 2: The next step is to identify due dates. Which tasks are long-range, midrange, due next 

month or next week? 

 

Step 3: Once the list is completed, assign priorities to each task, from most urgent to not very 

important. Use A, B, C, etc., to designate levels of importance. After levels of importance are 

specified, rank each task within the level using a secondary designation, such as A-1, A-2, A-3. 

Some sources suggest more levels, but it is usually better to simplify based on the individual 

situations. 

 

NB:  

 

If there are several reports to write, accounts to pay or journal articles to read, put them together 

into one time block and complete the group. Start or end the day with your “to do” list. Check off 

what you finished and review the remaining tasks. A word of caution is in order here; do not 

constantly reprioritize the list, as it can quickly become an excuse for procrastination. 
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TIPS FOR PRIORITISING TASKS 

1. Prioritise your activities. Ask yourself what are those things that are most important in 

your daily task and direct in line with the function of your work. Do not neglect completion 

dates or appointments –measure the value of each activity.  

2. Rank in terms of importance.  Work related to internal and external role-playses whould 

be given A rating, personal business activities can get B and fun items C. 

3. Rank in terms of urgency. Urgent tasks have to be done whether they are important or 

not- these tasks that do not ask whether you have time or not. They are the tasks which 

take most of your time. Rather plan and prioritise them. 

4. Create a to-do-list. Estimate how long each item wil take. Do not try to do things that will 

give you no flexibility to deal with unforeseen matters that arise each day. Items that will 

take you beyond 60% of available time should be put on your list for another day. 

5. Do one thing at a time.  Focus on completying the task so that you can move to the next 

task. Increase your energy as the tasks nears completion. 

6. Use every minute. Of the day to get things done, so that you have much free time as 

possible to plan and reprioritise. Here are some ways to improve productivity; 

 Use a cellphone to return calls during travel time. 

 Make better use of public transport. Whilest sitting on a bus or train, you can go to 

your emails, prepare for a meeting or presentation. 

 Avoid telephone tag by leaving detailed messages for people you cant get hold of. 

7. Meet people outside the office: In this way, you increase control of the situation to 

terminate any discussion when you feel it is apprpriate. 

8. Remove chairs near your desk. This will prevent people from sitting for idle chatter. 

9. Remember the 80/20 rule 
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The 80/20 Rule, also known as the Pareto Principle, also known as the Rule of the Vital Few, 

states that there is an imbalance between causes and results, between effort and reward. 

According to the Key Organisation System (2012), the world is not a 50/50 proposition where 

effort and reward are equally related. Instead: 

 The majority of what we do each day has little impact. 

 A minority has a major impact. 

Graphically, the Pareto principle looks like this: 
 

 

 

 

 

 

Let us now discuss what this principle means in terms of managing our time. 

According to the Key Organisation Systems (2012); 

1. 80% of your To-do lists collectively produce only 20% of your results, 

What should you do? Plan to schedule the 20% on your calendar and make appointments with 

yourself to get them done. 

2. 80% of your work can be done in 20% of your work day when you are focused and 

uninterrupted. 

What should you do? Block off 20% (96 minutes) of an 8-hour workday to concentrate on your 

priority projects. What tasks will have the most impact for the company or will contribute to 

reaching your goals? 

3. 80% of interruptions can be eliminated. The other 20% can be shortened or controlled. 

What should you do? Practice grouping similar activities, such as phone calls, email, 

and filing, so that you do not bounce from one kind of action to another type where you interrupt 

yourself. Create “Discuss with…” folders for others in your main group to limit the number of 
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times you interrupt others and they interrupt you. 

4. 80% of what you file is not looked at again. 

What should you do? Be selective in what you choose to keep. Ask yourself: 

 Is it current? 

 Does it pertain to my sphere of work? 

 Does it have any legal or financial implications? 

 When would I use this again? 

5. 80% of profits come from 20% of clients. 

What should you do? Do not treat every client as equal. It is sometimes necessary to “fire” 

clients when they consume too much of your time for the percentage of your earnings that they 

represent. 

We wear the same 20% of our clothes 80% of the time. 

What should you do? Declutter not just your closet but all of the spaces around you. Clutter is: 

 Distracting because it diffuses your focus 

 Time consuming if you have to hunt for an item 

 Expensive as you end up with duplicates or waste time 

 Stressful when you are coping with too much 

If you often feel buffeted by conflicting demands or overwhelmed by the number of tasks facing 

you, look for the 20% that will make the difference. As one of the 20% of successful, creative 

individuals, you will be producing valuable results and can reap the appropriate rewards. This 

puts you in control of your life, both for business and personal endeavours. 
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1. List your daily tasks below. Do not place them in any particular order just list them below. 

 

 

 

 

 

2. Now sort and prioritise these tasks according to type and deadlines.  Use the Urgency 

and importance zone classification 

 

 

Urgent but not important tasks 

 

 

 

 

 

 

Urgent and important tasks 

 

Not urgent and not important tasks 

  

 

 

 

 

 

Important and not urgent tasks  

  

3. List your daily maintenance tasks below: 
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4. Identify the time required to complete these tasks (Time yourself a few days and write 

down an average time).  

 

 

 

 

 

 

 

 

5. Sam had to cut off 3 huge trees in one day. He knew that it was an enormous task, but 

started working as quick and fast as possible. After an hour’s desperate work, a man 

walked past who advised him to sharpen his axe. Sam ignored and carried on with the 

job. After lunch time, Sam had only cut down one tree. Another man walked past who 

gave him the same advice of sharpening his axe. Angrily Sam carried on with his work.  

Sam probably thought that to sharpen his axe was an important but not urgent job 

(Quadrant 2). In which quadrant do you think it should be? 
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SECTION 3: USING AND MAINTAINING A DIARY  

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Specific Outcome  
 

On completion of this section you will be able to Use and 

maintain a diary.  

Assessment Criteria  
 

 Information is recorded systematically in the diary according 

to generally accepted practice.  (SO 2, AC 2) 

 The purpose of keeping a diary is explained with examples. 

(SO 3, AC 1)  

 Information is recorded systematically in the diary. (SO 3, 

AC 2) 

 Actions are taken according to diary entries. (SO 3, AC 3) 
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3.1 INTRODUCTION  

 

A diary is a useful tool for showing you where your time is spent each day. It’s a detailed report of 

what activities you carry out, what time you do them and how long each activity takes you to 

complete. This includes all your activities, from the time you get up to when you go back to bed.  

 

Types of diaries  

 

The following are the main types of diaries; 

 

Filofax 

The name filofax originates from the concept ‘file of facts’. It is part of a range of personal 

organisers which has exactly the same content as a normal diary or planner. The difference is only 

that you purchase a traditional leather cover with six-ring loose leaf binder system. Instead of 

buying a new one for the following year, the same cover is used for a new set of diary pages. 

 

Calendar 

We all know how to use our calendars. Recently a more common use of a calendar as a diary 

system is to link some reminders on one’s mobile system. In this manner a person can set a date 

to remind him/her about an upcoming event and appointment. 

 

Computerised software 

Some people keep electronic diaries by the use of standard computer softwares such as Ms 

Outlook.  However these softwares are just an aid of keeping diaries and not the actual recording.  

 

 

MANUAL AND ELECTRONIC DIARY SYSTEM 

 

Diary systems can basically be divided into two types: 

 

Manual systems 

The most common type of manual diary system in use in offices is the bound book in which 

appointments are recorded. 

These may be: 

 One day per page 

 Two days per page 
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 One week to view 

 Two weeks to view 

When selecting the most appropriate type of manual diary to use, you will need to consider how 

many entries you are likely to make in any one day. 

An alternative to a bound book is a loose leaf system, often known as a time manager. This has 

the advantage that the diary section is continuous. New pages are simply added as the years go 

on, so there is no need to obtain a new diary towards the end of each year. 

Another, completely different, manual system is the wall planner. These are usually laminated 

charts which have a space per day covering the whole of a year. 

 

Electronic systems 

Electronic diaries can be maintained on a personal computer, a laptop, a palmtop or an electronic 

organiser. They have a number of advantages over manual systems: 

 Highlighting potential conflict between appointments 

 Entry of regular events once only 

 Less paper is used. 

 Password protection. 

 Multiple access is available. 

 On screen reminder of appointments. 

 Database compatibility. 

 Electronic contact. 

 

 

 

 

LEARNING ACTIVITY 
 
What is a diary and explain the different types of diaries. 
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3.2 PURPOSE OF A TIME DIARY 

 

The following are the main reasons why people must maintain time diaries 

 
1. It’s used to help you improve efficiency so the time diary is designed to help you identify the: 

 activities that take up most of your time 

 most and least productive times of the day for you 

 Activities that can be combined to make more efficient use of your time. 

  

2. The purpose of using a diary would be to keep track of deadline dates for deliverables and 

appointments.  It thus assists you in planning ahead. 

 

3. Another very useful benefit of using a diary is that it serves as a source of reference for tasks 

already completed.  If you maintain a diary with notes about conversations, meetings and events, it 

could become an important source of evidence when claims are made about past actions. 

 

4. A diary acts as a reminder so that one does not forget a certain task that must be done. 

5. In the case of an electronic diary, information can be shared with a number of computer users. 

This enhances efficiency and communication in a team. 

6. Diaries minimise the risk of losing information. Entries in diaries can be utilised to develop, 

maintain and adopt efficient work plans. A diary is handy to make sure that realistic deadlines are 

set and time is properly managed.  
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3.3 STEPS IN CREATING A DAILY DIARY  

 
The following steps must be remembered when recording information on your diary. Remember a 

diary is based on prioritisation. 

 
1. Plan for the year 

The first step in diarising is to plan all tasks that must be completed in the whole year. All 

conventional diaries provide place for recording in a year planner. The year planner can be divided 

into months. Below is an example; 

 

Jan  Feb March April 

Preparation of the 

annual budget 

 

Approval of budgets 

 

 

World conference  Preparation of 

management accounts 

 

May June July August 

 

 

 

 

Client diner  

  

New product launch 

 

NB: each month can have more than one task that must be undertaken plus any other tasks that 

might come-up. 

2. Create a Monthly plan 

With the year planner in your mind, plan for the weeks for the current or upcoming month. Below is 
an example; 
 
 

 
Month: January 
 

Week 1 Week 2 Week 3 Week 4 

Organising the team Collecting budgeting 
requests 

Meeting of the 
committed 

Preparation of the 
draft budget 
 
 

 
NB: each week can have more than one task that must be undertaken plus any other tasks that 
might come-up. 
 
3. Create a weekly plan 

The next step is to plan for the upcoming week. Below is an example; 
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 For Week of:  03/05/2013 

 

Objectives: 

1. Set up 2 meetings with Marketing and Production, one on-site and one at the client’s 
office and have the action plan and follow up activities ready. 

2. Set out the appraisal forms for the export division  

3. Plan training for new employees coming in next week 

Activities A/B/C 
Priority 

Est. Time Assigned Day 

Get the appraisal forms from H. R. 
and meet with Export Control  

A  Mon. 

Meet with marketing and 
production training and confirm 
agenda. 

A  Mon. 

Get safety book for new hires. C  Tues. 

Update quality star cards. B  Thurs. 

Meet with support team. B  Tues. 

 

4. Create a daily diary 
 
The next step is to plan for the upcoming day. Therefore the weekly plan will be a useful input but 
not the only one. Below is an example; 

 
07. 00 Meet with Export Division  

07.30 Develop Safety Plan 

08.00 Meet Bill in Training Dept. 

08.30 Interview candidate 

09.00  

09.30 Dr. Appt. for check-up 

10.00 Buy client present 

10.30 Tea break 

11.00 Departmental meeting- budget 

3.4 RECORD INFORMATION IN A DIARY IN A SYSTEMATIC MANNER 
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Diary writing is considered to be a very personal form of writing. A good and effective diary entry 

should include some of the following points in its format: 

 Day, Date and Time of the entry 

 A suitable descriptive heading of the entry you are putting on. 

 The detailed comprehensive body of the diary entry (i.e. contents). 

 A Diary doesn't need to be formal it can be written in an Informal style. 

NB: 
When recording entries remember  

 To prioritise what must be done the following day. 

 Have information such as time, duration, date, venue, attendees, chair, visitors are 

required to make diary entries. 

Basic rules of Diary Writing 

Successful use of diaries and scheduling facilities requires that all users adhere to the following 

basic etiquette, protocols and good practise. 

 Ensure your diary is complete and up-to-date - Make sure that you book in holidays, dentist 

visits etc. If you are going to a conference and are leaving early on the preceding day in 

order to get there, make sure to book this. 

 Bookings made in your diary take precedence over other unrecorded meetings - Your diary 

will be accessed by others in order to schedule meetings, this only works if you honour 

appointments made in this way. Forgetting to enter something in your diary or failing to 

keep your diary up-to-date is not an excuse 

 Make sure you allow for travel time before and after meetings - It is assumed that you will 

be at your normal place of work during any "free time" shown in your diary. If you have an 

off-site meeting 10:00 to 11:00 book whatever time is necessary around this meeting to 

allow for travel time e.g. 9:30 to 11:30 

 Make time for yourself - If you have a hectic schedule and dead-lines to meet, book private 

time in your diary to ensure this remains free. If your constitution requires a regular proper 

lunch break, schedule this as a recurring meeting. 

 Be sensitive to others when scheduling meetings - If you see someone has a very busy 

day, don't make it worse by squeezing in another meeting. Try to avoid scheduling back-to-

back meetings, and if possible avoid first thing in the morning, lunch-times or last thing at 

night. Make sure you estimate the finish time of meetings accurately and realistically. 
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3.5 TAKING ACTIONS ACCORDING TO DIARY ENTRIES 

The whole purpose of writing a diary is to be able to manage your time throughout the day. To this 

end, once you write your diary you must follow it throughout the day.  The following are key tips to 

help you implement actions as highlighted in the diary; 

 Start everyday by looking at your diary for the day. 

 Look if you ticked off everything the previous day, and if not carry it over to applicable 

dates. 

 Everything that can be done immediately should be done and ticked off as done. For 

example, if you need to phone somebody for their birthday – do it immediately. 

Managing time wasters 

One reason why some people fail to follow their diary is because of time wasters. Time wasters 

are all those things that are not essential to your core tasks. You may do them because you are 

used to doing them, or because they are easier to do or because of other people and the demands 

they make or problems they cause. These time wasters can either be caused by your organisation 

or by yourself. 

Below are examples of time wasters: 

 Visitors - You may have many visitors who come in, unannounced, either for work or to 

chat. As a result it becomes almost impossible for you to do your work. Staff or members of 

the public come to chat and you find it hard to chase them away. 

 Telephone calls - You get interrupted by many phone calls from friends who want to chat 

or other callers who are asking you questions that someone else should answer. Your 

callers remain on the line for a long time. 

 Waiting -You are frustrated by the time you spend waiting for different people such as 

people late for a meeting, leaders who delay you because they are busy with other things 

or staff who arrive late for appointments or work. Sometimes you depend on other people's 

input before you can complete a task and you could waste time waiting if they delay. You 

may spend too much time in queues for example at the bank, the post office or at the 

station or taxi rank. 

 Crises - When you have planned your work properly and you know how you will manage it, 

it can suddenly be disrupted by a crisis. This tends to throw your entire schedule out. 

 Transport - Driving or using public transport in urban areas during peak hours can be a 

nightmare, because suddenly there is a traffic jam that can make you late for an extremely 
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urgent and important meeting that should take place before or after working hours. While 

you are waiting for the traffic to clear up the time for your meeting is already gone. 

Therefore inorder to avoid deviating from your diary, one must be able to manage these time 

wasters. 

Let us look at the various ways that one can implement to ensure that diary entries are religiously 

followed throughout the day.  

Being prepared:  

Being well prepared for essential meetings and appointments will help you to save time. How 

many times have you attended meetings without a clear idea of what it is about, or without having 

read the necessary documentation beforehand? It's probably a safe bet that those very same 

meetings were unproductive (which probably led to a follow up meeting). If, on the other hand, you 

take the time to prepare for each scheduled appointment then it will be a success. Decisions can 

be made and actions assigned only if you have clear thoughts on the issue and are aware of 

what's going on. 

Managers: It's unfortunate that sometimes one's superiors contribute to wasted time. Within the 

proper bounds of respect and good humour, helping your manager to see how they are 

unnecessarily taking up your time can help to ease the strain on your schedule. Poorly defined 

tasks and unclear communication is a key source of time wastage. If your manager doesn't define 

duties clearly then you will end up going back to them with questions. Try to get clarity from the 

start. 

Colleagues: Well-meaning colleagues can be a further source of wasted time. In the spirit of 

camaraderie, you should want to help your colleagues if there is a problem that needs your 

attention. If the task is not something directly related to your position, then perhaps refer them to 

someone who would be in a better position to help. Water cooler gossip is another source of time 

wastage. Pointless, or even friendly, conversations can easily fill your schedule if you don't employ 

strict time management. 
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SECTION 4: IMPLEMENTING AND MAINTAINING 

PERSONAL AND TEAM TASK LIST  

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Specific Outcome  
 

On completion of this section you will be able to Implement and 

maintain personal and team task list.  

Assessment Criteria  
 

 Assign tasks to the team members according to the task list.  

(SO 4, AC 1) 

 Stakeholders are informed of the tasks that affect them. (SO 

4, AC 2) 

 The task list is followed and amended where necessary. (SO 

4, AC 3) 

 New tasks are added to the task list where necessary and all 

outstanding work is reprioritised. (SO 4, AC 4) 

 The work of team members is monitored to ensure tasks are 

achieved according to organisational requirements. (SO 4, 

AC 5)  

 Completed tasks are reported to the appropriate authority 

and checked off the task list. (SO 4, AC 6) 
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4.1 INTRODUCTION  

 

At this point you should be able to compile a task list for yourself and your team. The step is to 

implement it.   

 

NB: 

Implementation is the carrying out, execution, or practice of a plan, a method, or any design for 

doing something. As such, implementation is the action that must follow any preliminary thinking in 

order for something to actually happen. 

 

4.2 ASSIGNING TASKS TO TEAM MEMBERS 

 

Once a task list for a team has been created, tasks must be assigned to team members. 

Remember, assigning tasks to team members promotes a command and control attitude. The art 

of delegation is crucial at this point. Delegation is not a process of abdication. The person who 

delegates does not divorce himself from the responsibility and authority with which he is entrusted. 

He remains accountable for the overall performance and also for the performance of his 

subordinates. Delegation is needed when the volume of work to be done is in excess of an 

individual's physical and mental capacity. 

 

Delegation involves the following three basic elements: 

 Assignment of duties to subordinates, 

 Granting of authority to enable the subordinates to perform the duties assigned, and 

 Creation of obligation on the part of subordinate to perform duties in an orderly manner. 

 

Principles of delegation 

There are a few guidelines in form of principles which can be a help to the manager to process of 

delegation. The principles of delegation are as follows: - 

1. Knowledge of Objectives : Before delegating authority, the subordinates should be made to 

understand their duties and responsibilities. In addition, knowledge of objectives and 

policies of the enterprise should be provided to them. This will enable them to discharge 

their roles purposefully in the process of delegation. 

2. Parity of Authority and Responsibility: This principle of delegation suggests that when 

authority is delegated, it should be commensurate with the responsibility of the 

subordinate. In fact, the authority and responsibility should be made clear to the 

subordinate so that he will know what he is expected to do within the powers assigned to 

them. There should be proper balance/parity or co-existence between the authority and 
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responsibility. A subordinate will not function efficiently, if authority given to him is 

inadequate. On the other hand, if the excess authority is given, he may misuse the same. 

For avoiding this, the subordinates who are assigned duties should be given necessary/ 

adequate authority enables them to carry out their duties. 

3. Unity of Command : This principle of delegation suggests that everyone should have only 

one boss. A subordinate should get orders and instructions from one superior and should 

be made accountable to one superior only. This means 'no subordinate should be held 

accountable to more than one superior'. When a subordinate is asked to report to more 

than one boss, it leads to confusion and conflict. Unity of command also removes 

overlapping and duplication of work. In the absence of unity of command, there will be 

confusion and difficulty in fixing accountability. 

4. The Scalar Principle : The scalar principle of delegation maintains that there should be 

clear and direct lines of authority in the Organisation, running from the top to the bottom. 

The subordinate should know who delegates authority to him and to whom he should 

contact for matters beyond his authority. They (subordinates) should also know what is 

expected from them. This principle justifies establishment of the hierarchical structure 

within the Organisation. 

5. Clarity of Delegation: The principle of clarity of delegation suggests that while delegating 

authority to subordinates, they should be made to understand the limits of authority so that 

they know the area of their operation and the extent of freedom of action available to them. 

Such clarity guides subordinates while performing their jobs. 

6. Absoluteness of Responsibility: This principle of delegation suggests that it is only the 

authority which is delegated and not the responsibility. The responsibility is absolute and 

remains with the superior. He cannot run away from the same even after delegation. Even 

when the manager delegates authority to his subordinate, he remains fully accountable to 

his superiors because responsibility cannot be divided between a superior and his 

subordinate. No superior can delegate responsibilities for the acts of his subordinates. He 

is responsible for the acts and omissions of his subordinates. 

7. Use of Exception Principle: This principle of delegation indicates that when authority is 

delegated, it is expected that the subordinate will exercise his own judgment and take 

decisions within the purview of his authority. He is to be given adequate freedom to operate 

within his authority even at the cost of mistakes. He should refer the problems to the top 

level management only when he is unable to take decisions. Unnecessary interference in 

the work of delegates should be avoided. This normal rule can be given up under 

exceptional circumstances. Here, the superior can interfere in the work of his subordinate 

and even withdraw the delegated duties and authority. The superior takes this decision 

under exceptional circumstances. 
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8. Completeness of Delegation: This principle of delegation suggests that there should be 

completeness in the process of delegation. The process of delegation should be taken to 

its logical end. Otherwise, there will be confusion of authority and accountability. 

9. Effective Communication Support System: This principle suggests that there should be 

continuous flow of information between the superior and the subordinates with a view to 

furnishing relevant information to subordinate for decision-making. This helps him to take 

proper decisions and also to interpret properly the authority delegated to him. Delegation 

system may not work smoothly in the absence of effective communication between the 

superior and subordinates. 

10. Reward for Effective Delegation: This principle suggests that effective delegation and 

successful assumption of authority should be rewarded. This will facilitate fuller delegation 

and effective assumption of authority within the Organisation. Reward for effective 

delegation will provide favourable environmental climate for its fair introduction. 

 

 

NB 

 

 Delegation should be done in a manner that the individual understands; 

 The unique role and reason for doing the task. 

 The extent of responsibility that goes along with the completion of the task. 

 The given quality standards and most importantly.. 

 The priority and time for completion. 

 

 

 

It is the best practice to delegate a task verbally while both parties agree, and to follow up with a 

written confirmation or tasking to the delegate with exactly the instructions as communicated. It is 

not good practice to simply send him/her an email with the instruction without confirming it 

verbally. The written instruction also serves as an order or tasking; an agreement between the 

particular two parties. 
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4.3 INFORMING STAKEHOLDERS OF TASKS THAT AFFECT THEM 

 

It is important to communicate with all team members on any issues that affect them as they 

execute tasks delegated. Communication plays a very important role in team building and 

extracting the best out of the team members. A team member must clearly understand what his 

fellow team members are up to. He should be very clear about his roles and responsibilities in the 

team. It is the duty of the team leader to delegate responsibilities as per the interest and 

specializations of the team members without imposing things on them. Never confuse any 

employee. 

 

Verbal communication sometimes may create misunderstandings and confusions, thus it is always 

better to rely on written communication for better clarity and transparency. Communication is 

effective when the information is passed on through emails. Emails are more reliable. Do not send 

the mails to individuals separately as they might assume that you want to hide something from 

them. This way they tend to interfere in each other’s work, trying to find out what extra is written in 

their fellow member’s mail. The mails should be sent with all the participants in loop. Also invite 

suggestions from them. It is not always that you are correct; your team members might come out 

with a brilliant idea as well. Ask them to participate in discussions, this way they feel motivated and 

indispensable for their team and as well as the organization. 

 

WAYS OF COMMUNICATING WITH STAKEHOLDERS 

The following are ways of communicating with stakeholders; 

 Daily meetings with direct participants 

 Weekly meeting 

 Monthly review meetings 

 Reports  

 

The following are tips when communicating with team members; 

 

Bait and Switch 

In most cases, it really isn’t so much what you say, but rather, it is the way you go about saying it. 

For instance, it is always a good idea to begin a conversation with team members on an upbeat 

note. Tell them what is going well and what they are doing right before you begin talking about any 

improvements or changes you would like to see. This is often referred to as ‘bait and switch.’ The 

‘bait’ is the compliment and easy way you begin the conversation. This helps to get the team’s 

attention and enthusiasm for what you have to say. Then you can ‘switch’ to tell them about 

changes or improvements that are needed. 
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See the Positive 

As a leader, it is important to convey a sense of positivity to your team members. You are an 

authority figure and a role model. As such, you should make an effort to be upbeat and to show 

team members that there truly is a positive side to everything – even when things don’t turn out as 

planned. 

For instance, you can teach team members the usefulness of failed attempts at a goal. These are 

excellent learning opportunities. 

Non-verbal Communication Is Important, Too 

Consider the way you present yourself when communicating with team members. Everything from 

the clothes you wear to eye contact and your tone of voice is important. 

Respect Counts 

The way you communicate with team members will determine the relationship you will build with 

them. In today’s society, most work environments function best when there is a great deal of 

respect between employers and employees. With that in mind, it is best to always communicate in 

a respectful manner. 

It’s Their Time, Too 

Keep in mind that your team members have jobs to do – that is, jobs that don’t revolve around 

meetings and other administrative-type business. This means that as a leader, it is important to 

keep your communication with them on-topic. This allows you to make your point and lets them get 

back to what they were doing. 

Avoid Technical Terms 

You may be used to using technical jargon or slang that some of your team members aren’t 

familiar with. Rather than using those terms when speaking with them, it is probably best to stick 

with straightforward terms that don’t require explanations. This can speed things up during 

meetings and eliminate any confusion. 

 

4.4 AMENDMENT OF A TASKLIST 

 

It is important to amend the task list once anything changes during the implementation of tasks. In 

most cases, whilst tasks are being implement, new tasks can arise. These new tasks must be 

added to the task list. Let us look at the following example; 
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Rex, the store man, confirmed verbally and received your tasking on the email. The following 

morning however, he did not pitch up for work but left a message at the reception desk that he is 

booked off with flu for the next two days. The receptionists was caught up with some work and 

only sent the message through 10 o’clock. You are furious, because you did not make provision 

for alternative plans and now you have heard that the material that was booked to be offloaded 

this morning was send back to the factory, because nobody in their section could confirm the 

delivery. 

 

Although the task list is the last thing you are thinking of in a moment like this, it is crucial to 

amend it, to add new tasks for new members and to reprioritise the work so that some functions 

can ruin simultaneously. With every change you should confirm the new adaptations with all the 

necessary role-players, stakeholders and management. Reports have to be written, individuals 

have to be contacted and re-tasked and new priorities should be authorised. 

 

 

Guidelines when reprioritising a task list 

The following are guidelines to remember before you simply choose to reprioritise; 

 All parties might not accept the change as it will delay their work, increase cost of material 

and human resources. 

 It will involve re-planning, more meetings and more time which will raise cost. 

 It could have been easier accepted if it was already authorised as a Plan B or alternative 

plan during the initial planning stage. 

 Inform all team members as early as possible. 

 

Electronic task lists can easily be updated by simply deleting and replacing. It is however essential 

to keep copies of previous planning. You should always be able to motivate why changes took 

place and why certain decisions had been made. It is thus important to keep all task list material, 

even when old and not used anymore. This can be used for report writing and as evidence for 

investigations. 

 

4.5 MONITORING EXECUTION OF TASKS  

 

The case of Rex and his flu is a daily occurrence in any workplace. An important lesson to be 

learned is that you should stipulate in your tasking instruction that members should contact you 

personally with any problem to implementation. Another lesson is that (even reception) should be 

knowledgeable about; 

 The start of a new project 
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 Who will be involved? 

 How urgent and important it is to the company 

 

The more people know, the more assistance and support you will receive – even the cleaners. 

 

One mistake that the project manager made was not to monitor or control the first delivery of the 

material. 

 

Control is an integral part of any project and includes monitoring of performance. According to 

Berry (1995:18) control is a process of employee motivation and inspiration in order for them to 

perform according to organisational objectives. It also includes detection and correction of errors 

and irregularities in the workplace. 

 

Although this function most supervisors and managers do not like, it is one of the most important 

functions for any project or task to succeed. Members of staff are also guided through this function 

and need to get timely feedback to succeed in their individual tasks. They need to know what is 

expected of them and how well they are performing. Control; 

 

The basis for training needs 

 

a) The motivation for achieving standards. 

b) The development of individuals 

c) The basis for corrective action 

d) Fundamental for future planning 

e) The substance for decision making 

 

Monitoring actual performance is a continuous control mechanism with every task. This requires 

feedback and an accurate, relevant and timely reporting system. 

 

Let us look at some tips in monitoring; 

 

a) The most important thing to remember is that you should work together as a team. Use the 

words ‘use and we’ let them understand that you will help out where possible. You are not 

an outsider ‘checking’ on the work done. 

b) An effective way to gain commitment towards the project is to make the relevant people 

aware of the cost of any delay to the project. 
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c) If your resources are being under-utilised remember that assigning more workers to the job 

may actually slow progress down. 

d) An excuse often used for not feeling progress back to the planner is perceived lack of time. 

It is the project manager’s responsibility to ensure that all project members appreciate the 

importance of the data capture function and management of the project. 

e) Short training programmes can be developed to ensure that all the managers appreciate 

and understand how the information is flowing in the project. 

f) Avoid persecution of the responsible person if there are overruns, otherwise in the future 

managers will be reluctant to give you any information in fear that it will be used against 

them. 

g) It is the project manager’s responsibility to establish priorities and differentiate between 

what is urgent and what is important. If you allow the workforce to set there own priorities 

they may leave low paying jobs and jobs they dislike until last and this may affect 

scheduling. 

h) Respond early to any variation, before small problems become disasters. 

i) Encourage your team members to inform you of any deviations. 

 

Each project or task necessitates a monitoring function in which plans can be adapted and 

improved. Improvement should increase productivity, lower costs, and improve quality of a product 

or service. The following questions should be asked regularly; 

 Is each task needed to fulfil the desired outcome? 

 What is the motivation for each task? 

 Can any tasks be combined? 

 Are the sequence and procedures to complete the task effective? 

 Are there any avoidable delays? 

 Is there evidence of unnecessary waste? 

 Is the correct combination of resources allocated, at the right time? 

 

4.6 REPORTING COMPLETED TASKS 

 

Once a task has been completed, a report must be written. A report is a formal document in which 

a summary is given of fact, progress, investigation or enquiries. Reports are used internally to give 

feedback on the progress of any task that may have been delegated. They have a standard format 

but are more detailed.  

 

Introduction 
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This is one of the most important components of the report. It should begin with a clear statement 

of what the task was all about so that the nature and scope of the assignment can be understood 

by a lay reader. It should summarise everything you set out to achieve, provide a clear summary of 

the task background, relevance and main contributions. The introduction should set the context for 

the task and should provide the reader with a summary of the key things to look out for in the 

remainder of the report.  

 

When detailing the contributions it is helpful to provide pointers to the section(s) of the report that 

provide the relevant technical details. The introduction itself should be largely non-technical. It is 

useful to state the main objectives of the project as part of the introduction. However, avoid the 

temptation to list low-level objectives one after another in the introduction and then later, in the 

evaluation section (see below), say reference to like "All the objectives of the project have been 

met...” 

 

Body of report 

The central part of the report usually consists of three or four sections detailing the technical work 

undertaken. The structure of these sections is highly task dependent. They can reflect the 

chronological development of the task, e.g. design, implementation, experimentation, optimisation, 

evaluation etc. If you have built a new piece of software you should describe and justify the design 

of your program at some high level, possibly using an approved graphical formalism 

 

Conclusions and Future Work 

The conclusions should list the things which have been learnt as a result of the work you have 

done. Avoid tedious personal reflections like "I learned a lot about C++ programming..." It is 

common to finish the report by listing ways in which the project can be taken further. This might, 

for example, be a plan for doing the project better if you had a chance to do it again, turning the 

project deliverables into a more polished end product. 

 


