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WORK SMARTER WITH OUR

WORKLOAD MANAGEMENT STRATEGIES

Here are 2 useful strategies to better manage your workload.

Pareto rule applies to many processes in management & economics saying that in many events 20%
causes are responsible for 80% of the results.
Pareto rule can also apply to your workload & responsibilities. In a company, often the 20% of your
efforts and work contribute to the 80% of your accomplishments and work results. According to that
principle, you should define what this 20% means to you and your work and make sure you find time
to focus on it.
 
Let me give you an example from my own career.
Agata: At the start of my career at Google I found myself very scattered, being involved with many
initiatives, but not having a great impact. I ended up working late after hours and wasn't very
productive. I felt frustrated and decided to talk to my manager. She gave me a great tip at the time.
She said: choose the maximum of 1 or 2 big goals for the quarter and make sure you focus there. I
applied that strategy and decided to set only 2 big goals for the quarter. I made sure that every day I
take at least one step to progress with my big goals, fitting the rest of things only if I have time. The
strategy worked great to advance my career - I was much more productive and had much bigger
impact.

Here is what Parkinson’s law says: “The work expands so as to fill the time available for its completion”.
In practice, this means that if you decide to do a presentation in 2 hours rather than 4, you have a good
chance to do it in this time frame with no significant impact on quality.
Similarly if you limit the time at meetings and f.ex. do 30 mins instead of 60, there’s a good chance that
the meeting is better prepared, more focused and productive, since people don’t have time for going
off-topic and engaging in unproductive discussions.
 
It's good to use Parkinson’s law in line with Pareto’s principle. Make sure you set a limit for how long
you will work on a task with lower priority. Also, make sure you plan a proper time-frame for your
biggest priorities.
With this in mind, you may now want to complete an exercise in the section 11 of your workbook:
'Personal effectiveness at work'.

The first is about applying the Pareto Principle to your work.

The second strategy is to apply the so called the Parkinson Law and limit the time you
spent on tasks.


