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® Nothing is longer since it is the measure of
eternity......

4 Nothing is shorter, since it is insufficient for
the accomplishment of one's projects. ..

¢ Nothing is more slow to those who expect;
nothing more rapid to those who enjoy.
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"The nonspecific response to any demand. When
some external force threatens the body, the
common denominator of all adaptive reactions by
the body means stress.”
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JM. Ivancevich and M.T. Matterson, “Optimizing Human Resources : A case for Preventive Health and Stress

Management,” Organizational Dynamics, Autmn 1980, pp. 5-25
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“R.S. Schuler, “Managing Stress Means Managing Time.” Personnel Journal, December 1979.
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TIME MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY
9:00 Late/overslept Open desk, sort | open desk, opened desk, opened desk,
mail, greet opened & sorted | opened & sorted opened & sorted
9:15 opened desk, others, mode mail, greeted mail, greeted mail, mode
opened mail coffee others, made coffee
coffee
9:30 sorted mail, Created | talked to others, made Processed completed forms|
others supervisor coffee
about N\
10:00 started project i
AL AL/ A\ 73
10:15 b4 coffee d coffee
10:30 coffee Project A talked to coffee typed letters
supervisor
2:15 in copy room made copies sorted mail by opened & sorted
2:30 opened & sorted of project zip for mail aftemqpn mail
afternoon mail 1
2:45 Addressed coffee coffee YV Filetl
envelopes
3:00 Personal phone call | typed letters checked supply | coffee V/
3:15 coffee cabinet- typed reports coffee
reordered
3:30 completed forms Process time Filed
cards
3:45 for inventory V Personal
telephone
4:00 control & made made copies Filed
copies A
4:15 filed cleaned desk ] \l/
4:30 Filed Tue. time cards | made copies of Put work away,
reports
4:45 put work away \l/ Prepared to Prepared to leave | prepared to
prepared to leave leave leave
5:00
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F1.1 smmﬂl’ﬁ’tﬁuﬁqmmmmu "é\i‘ﬁﬁ]%ﬁT
'i'uﬁy" (Things to today)

1. Locate file for new building—committee meeting at 1.30 pm

2. Word process report for building committee meeting

3. Proofread report, collate, laminate cover and bind document

4. Order office supplies (check stock of print cartridges)

5. Research material for site meeting—due 23 June

6. Collect letterheads from Fast Printing Service

7. Set up meeting room for building committee meeting

8. Word process seven letters for dispatch to day

weeks from 3 September)

9.Complete leave form application (going on holidays for four

Al (|0l |a(>x»]|»|»

Insert priority order

A -*Urgent’—items of critical value

B — ‘Important’ —items of medium value

C - ‘Low Priority’—items of lower priority
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AVERAGE TIMES FOR ROUTINE TASKS

Description of Task

Time wasters/ interruptions

1. Locating files

File misplaced. Took time to search for

them

2. Word processing six-page report

Telephone calls.

Had to replace ink cartridge in printer.

3. Proofreading, collating, laminating and

binding six-page report

Had to re-key two pages of report.
Chatted to other staff members for 20

minutes.

4. Ordering office supplies and checking

stock

Brown asked me to look at her holiday

photos.

5. Researching material for site meeting

Mr. Anderson asked me to do an urgent

job for him,

6. Collecting letterhead

7. Setting up meeting room

Room had been left in an untidy

condition by previous users.

8. Word processing seven one-page letters

Noise from building next door was

disruptive.

9. Completing leave form application

The leave forms were not in their usual

place.

F1.2 Average times for routine tasks
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F1.4 Stretch Exercises
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F1.5 Correct sitting position
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4
National Occupational Health and Safety Commission, National Standard for Manual Handing 1990 (NOHSC :

1001) and National Code of Practice for Manual Handing 1990 (NOHSC : 2005)
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Correct lifting

Correct pulling

Carrect carrving Caorrect bending Painful back prevented
F1.6 Correct lifting and handling techniques
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