The 4 “P"s to Revolutionizing Productivity:
People, Process, Practice, Partner




Gather the Right Tools for
Revolutionizing Productivity

The Right People. Leaders who inspire productivity, correct fit, engaged employees,
and qualified temporary staff.

Better Practices. Introduce better habits; eliminate multitasking, adopt microbursts.
Better Processes. Leverage automation and technology; try process mapping.

The Right Partner. Make better hires: productive, qualified, engaged employees.
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EVERY ORGANIZATION'S MOST VALUABLE ASSET
From leadership to middle management to line employees,
choosing the right people is essential.
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Never underestimate the importance of hiring the
right people and keeping them engaged on the job.

* Engaged employees show up more often, stay longer, and are more productive overall.

* Only about 33% of the U.S. workforce feels engaged.

» Disengaged employees drag a company down with higher rates of absenteeism and
turnover, which can drag down profits.

» Actively disengaged employees cost the U.S. $483 to S605 billion each year in lost
productivity.
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Hire managers who are true leaders with a natural talent for ,
Mmanaging people. Manager engagement drives employee X
engagement and can earn companies 27% higher revenue per

employee than average.

Emphasize the importance of managers listening to team
members and providing regular feedback to maximize
performance and drive growth.

70% OF VARIANCE

IN TEAM-LEVEL ENGAGEMENT

IS BASED ON THEIR MANAGER,
ACCORDING TO A GALLUP SURVEY.
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Optimize Your Management Style

Managers once expected to give orders to their staff that would be executed
without question.

Today's most effective leaders go out of their way to select individuals who are smarter
than they are or have skills they do not possess.

'hese savvy employees are often motivated by more than money and job security.
'hey look for meaningful work and to be part of something larger than themselves.

0 get the most of these team members, leaders must communicate big picture objectives
and instill a sense of purpose to maximize employee engagement.
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THE DAILY HABITS THAT FOSTER LONG-TERM SUCCESS

Mindful practices can go a long way towards reducing stress,
Improving retention and increasing productivity.
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Maximize the Performance of Your Work Team

Consider both the group and its members to align individual and group needs. Optimize the
team’s performance, by focusing on the individual and assigning responsibilities based on
the way each person works best.

Consider optimal work styles.

Some people work best as part of a team; others prefer to work independently. Build a
workforce that balances individual strengths, preferences, and needs.

Challenge, but don't overwhelm.

Some employees will always rise to the challenge and can be tasked with the near
iImpossible. Others will be quickly flustered by anything that disrupts the status quo.

Find a balance that provides sufficient challenge to allow each to build on their strengths
and develop new ones.
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Boost Productivity by
Encouraging Self-Care

Managers must model self-care by showing—not just telling—
employees the value of work-life balance, by making time for

sleep, exercise and relaxation.

ACCORDING TO A SURVEY OF
800,000 WORKERS IN
OVER 300 COMPANIES,
THE NUMBER OF EMPLOYEES

CALLING IN SICK BECAUSE OF STRESS
TRIPLED FROM 1996 TO 2000.
AN ESTIMATED 1 MILLION WORKERS ARE
ABSENT EVERY DAY DUE TO STRESS.
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Make Stress Management a Priority

Work reasonable hours unless there is a specific short-term need to address.

It's a reality of business that at times you have to dig in and put in extra time to meet a tight
deadline, put out a fire or deal with a seasonal crunch.

However, long hours should be the exception, not the rule.

Take good care of yourself 807% of the time — getting enough sleep and exercise, eating well,
spending time with friends and family and taking vacations.

These are the self-care practices that keep your bucket filled so when you are called upon
to go all out, you have the reserves to do so.

[t's up to managers to model this behavior to their workers to keep stress levels
under control.
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Consider Remote Work Options

Gallup reports that as of 2016, 437% of employees worked remotely at least part of the time.

A Global Workplace Analytics survey found 1037% growth in remote work among non-self-
employed telecommuters over the last decade.

Remote workers are found to:
* be more productive

e log more hours

» take less sick leave

» perform better

* be more engaged at work

Consider whether the option of remote working will increase worker productivity and
lower stress levels.
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- Increase Productivity and Creativity

== f “There 'a_ke better ways to get a boost than grabbing another cup of coffee.
St Some of the most effective techniques to try include daydreaming, time
- . blocking, and microbursts.

i

. 'DAYDREAMING is a TIME BLOCKING can be

-great way to engage a much more realistic

“““imagination and method of getting things
creativity. It's a way to done than a simple to-do
_brainstorm solutions list. Block specific times out
to tricky problems by on your calendar for tasks.
generating a wealth For example, don't just put
of Ideas without ‘follow-up client calls” on
censoring. After the your to-do list; block 1 p.m.
ideation phase is the to 3 p.m. on your calendar
time to test each idea to dedicate to it. Even better
for viability. If you have a list of the

specific clients you intend to
call during this time frame.
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Microbursts

These energy-boosting changes of activity can increase your productivity and enable you
to get more done. The key Is to disrupt your cycle of continuous exertion, allowing yourself
to disengage, recover and re-energize for a few minutes.

Microbursts can be physical, mental or emotional ... whatever it takes to break up the
ongoing mental exertion, allowing you to recharge and perhaps reframe before continuing
with a task. It's enough of a break to boost focus, attention, and productivity.

So, walk around the block, read something non-work related, call a friend or jot some
thoughts in a journal. Do whatever it takes to give yourself a mental break. But keep it short
— microbursts are not an excuse to get sidetracked from your work..

Encourage your entire team to implement this productivity-boosting tactic.
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Don't Rely on Multitasking

People often pride themselves on their ability to multitask.
Well, we've got some bad news.

The human brain simply doesn't work that way.

There's no such thing as multitasking. What we consider
multitasking is actually rapid task switching. And every time
you switch from one task to another, you must shift your
mindset to that particular project.

Look at it this way. You can't drive three cars at once. Each

switch requires getting in and out of each car, opening and
closing doors, starting each engine, putting each vehicle

INn gear. Doesn't it make more sense to drive each car to its

destination one at a time?

Focus on one task at a time, and you'll complete it faster.
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“MULTITASKING IS NOT
HUMANLY POSSIBLE,”
SAID EARL K. MILLER,
A NEUROSCIENCE
PROFESSOR AT THE
PICOWER INSTITUTE

FOR LEARNING AND
MEMORY AT THE
MASSACHUSETTS

INSTITUTE OF
TECHNOLOGY.
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Take Breaks From Intense Periods of Focus

Forcing yourself or your employees to grind away at one task after the other isn't
always the smartest way to work.

It's a recipe for expending energy on the wrong things.

Build time into your day for pondering, brainstorming and creative problem-solving.
Some of the biggest and most innovative companies such as Google, Facebook and
LinkedIn have seen success by giving their employees time to experiment and think

about projects they're passionate about.

It can actually IMPROVE productivity, creativity and focus.
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Put Time Constraints on Daily Tasks

Parkinson’s law states that work
expands to fill available time.

Give yourself an hour to complete a
task, and you'll get it done on schedule.
Give yourself the afternoon, and that's
how long it will take.

A little structure can provide the
framework for productivity and
creativity.

By putting realistic time constraints
on common tasks, you encourage
employees to get down to business
quickly — and waste less time.
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Begin and End Your Day Strong

How you begin and end your day can make all the difference. Bookend yours with these
productive, healthy habits.

Morning Habits

EXERCISE. Starting the day with physical activity is essential to your health and well-being. It
Improves both cognitive and executive functioning and starts your day off with a win.

EAT BREAKFAST. A healthy mix of nutrients will give your body and brain the fuel it needs for
maximum performance.

AVOID EMAIL. Don't let others set your agenda. Complete your highest priority objectives
before reacting to the needs of others.

STAY DISCIPLINED. Focus on your highest priorities, avoiding distractions and procrastination.
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End-of-Workday Habits

Avoid the slump. It can be tough to stay as your energy dips and productivity drops.
Remaining focused on your goals can help you finish the day strong and set your following
day up for success.

Reflect on successes. Consider the wins you racked up for the day and what failed to go
according to plan. Apply what you've learned to tomorrow's plan.

Prepare for tomorrow. Cross out completed items on your to-do list. Consider if remaining
Issues should be migrated to the next day or otherwise handled. They can also be delegated
or even eliminated.

Make a list. Create tomorrow's list with your top three or four priorities. Plan to handle the
toughest item first thing when you are fresh. You'll have a significant accomplishment to
check off and won't risk being pulled off tasks by urgent requests.
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HE STRUCTURE AROUND WHICH YOUR WORKFLOW IS BUILT

Technology and process mapping can provide a framework for success,
keeping your business from veering off the path toward your goals.
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There Is no shortage of apps to help you take control of
your day. The following software can help you work faster,
more efficiently and on the fly.

enables you to break down projects into manageable
tasks that can be prioritized, completed or delegated. The
visual interface displays project status at a glance.

offers a single repository for research,
documents, and images that is keyword searchable and
SYNCS across devices.

IS a cloud-based word processing application
that allows for collaboration and is accessible any place
where Google is.

‘ enables meetings among remote members and the
ability to interview candidates from across the globe.
Leverage -I-éCh nol()gy lets you automate and preschedule social media
posts and release them at specific times. This allows you to
to Get More Done batch tasks — a much more efficient way to work.
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https://trello.com
https://evernote.com
https://docs.google.com/document/u/0/
https://www.skype.com/en/
https://buffer.com

Optimize Workflow With Process Mapping

A process map provides a big picture overview of your process workflow enabling you to
Identify strengths and weaknesses.

It shows you how tasks relate to each other and whether they are connected and ordered
IN the best way possible.

Process mapping can help identify potential weak points in workflow such as:
Bottlenecks in process
Unnecessary or duplicate steps
Complex tasks that can be further broken down
Workflows that should be streamlined

A good process map helps reveal the relationship between a series of tasks to optimize
the workflow along every step of the process.
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" THE PEOPLE YOU COUNT ON FOR SUPPORT AND ADVICE

With the right partners in place, you can do more with less
and remain focused on your goals.
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Enlist Others
Who Can Help

As a manager, it can be
tough to find ways to
drive productivity and
performance, especially
IN a tight talent market.

How can you fill
the gaps?

CHOOSE THE RIGHT
STAFFING PARTNER.
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A staffing professional who understands your business and
Industry can help you minimize the impact of vacancies. They
can quickly provide experienced temporary workers with the
skills you require, reducing downtime and lost productivity.

With temporary employees you can:

« Offload repetitive or administrative duties, freeing your staff
to focus on core tasks.

* Reduce or eliminate the need for overtime — helping your
team stay fresh, productive and working for you.

» Quickly increase your capacity without increasing fixed costs.

» Access specialized talent — for short-term projects or to teach
your team in-demand skills.

» Eliminate bottlenecks, allowing you to increase production
levels and keep up with demand.

Best of all, you can identify an employee you would like to
add to your staff by assessing their skills, work ethic and fit.
Temp-to-hire conversion allows you to hire them directly.
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Get the Most out of
Temporary Staff
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Work with an experienced staffing provider. Choose a partner that understands your industry
and the talent climate and can source and screen the best talent for your business.
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