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                              Topic :  “Stay Focused & Organized”
                                                   (from Working World Mag)
1   Refrain from being judgmental


Appearing disorganized does not mean “They Are”


Some people who spend all day cleaning & arranging files does not mean

                “Being productive” (Unless they are file clerks).




Method doesn’t always count but Productivity & Harmony always count.

2   Communicate always in a positive manner


Get to know other people’s styles & why it works for them


Resist temptation to convert others


Look for ways to build mutual strengths


    This leads to Team-Wk & Increased Productivity

3   Agree on general guidelines


Shared work spaces


Shared book shelves

Agree on “Exclusive work areas/equipment


Remember:

 
    Avoid unnecessary stress by avoiding conflict regarding

                   Shared work spaces & equipment

    Explore “Managing Conflicts” in a more productive way


    Look for ways to build mutual strengths

                    If one person is creative, another may be detailed oriented &

                      yet another may be very vocal.

4   Can you imagine the combined power all of this can render Association /  

     organization & the ultimate productivity?

See you at our next APSEA meeting.  Let’s stay connected,
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