
VIDEO 2  
HOW TO EFFECTIVELY DEAL WITH

AD HOC REQUESTS

Ad hoc requests can be a killer to your personal effectiveness and ruin your plan for the
day. Let me share a couple of tips from us on how to deal with such requests.

Work wearing headphones or work from a place where people won’t nag you (f.ex. meeting
room or from home)
If someone is approaching you with a request, start your answer: “Now I am working on (certain
task) and have a few things planned, but I have 3 mins to listen to you now”. If their response is
taking longer, 
Ask for e-mail - this prompt people to think through their request and what they want from you.
Many times putting their issue in writing will help them find solution on their own or if they are
impatient to write an email, find someone else to help out.
If ad hoc requests are coming regularly from your manager or someone in a team, discuss with
them why they happen, what impact they have on your work, what value they bring to the
business and what can be done to find a systematic solution or eliminate them all together.

Be aware that managers may not realize how much is on your plate and how long it takes you to
accomplish your tasks - it’s your responsibility to tell them, so they don’t overburden your workload. 
 
Remember: it is your responsibility to do it, because if you have too many responsibilities, the
quality of work and your health will suffer eventually!

Agata:  I used to experience a situation, when my manager was asking me to make a deep
dive analysis, every time she realized a spike or drop in the business metrics we were
monitoring. The analysis was taking me up to 2 hours and most of the times wasn’t revealing
anything significant that we could directly impact as a team. Since the requests were coming
regularly 1 or even 2 times a week, I met with my manager and explained that I am spending
up to 4 hours a week to do these investigations, which is preventing me from focusing on my
important goals. We finally agreed that I will limit the time I spent on this kind of analysis to the
max of 30 mins and if after this time I won’t spot anything significant, we won’t go deeper. This
worked pretty well and saved me quite a bit of time.


