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HAVE you ever wondered how some people could do the same amount of work you do but they do it bet ter and faster? Aus tri a -
namer ican man age ment con sult ant, edu cator and author Peter Drucker once said that “e� ciency is doing things right; e�ect -
ive ness is doing the right things.” If you take a closer look at your daily tasks, which ones should you be doing and, among
those, are you doing them the best way pos sible?
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My time man age ment and plan ning skills were put to the test recently when we had over lap ping activ it ies which required me to 
focus on sev eral tasks at the same time. I real ized that I had a dis tinct advant age over some of my col leagues because I used to 
work in a fast-paced industry where I had to make decisions one after the other. I real ized my expos ure in the aca deme and cor -
por ate train ing in a hos pital and mul tina tional set ting helped me develop my own per sonal mul ti pli ers.
Bor row ing from the eco nomic concept of a mul ti plier e�ect, per sonal mul ti pli ers are the tools and skills you pos sess to increase 
your e�ect ive ness and e� ciency. You acquire these through delib er ate re�ec tion of your own exper i ences, your obser va tions of 
other people, and from using your work tools daily to enhance your work out put. These are the skills, tools and beha vi ors that 
help you get the job done pro � ciently and suc cess fully.
One of the import ant skills you need is know ing how to plan your day. Focus on the most import ant tasks of the day rather than 
being over whelmed with incom ing e-mails, phone calls, or even your boss. List down what needs to be done for the day and 
then pri or it ize which needs to be �n ished �rst in terms of your team’s work �ow. Once you have your pri or ity activ it ies, take 
one step at a time to motiv ate your self and keep at it until it is �n ished.
Part of plan ning your day is to park activ it ies that can wait and sched ule them within the week. I �nd that when I put it in my 
digital cal en dar, I am auto mat ic ally reminded of the task. Learn to decline meet ing invit a tions without any clear agenda so you 
will not waste time. One of the things that helps me plan bet ter is to reduce dis trac tions on my table by put ting only the things I 
need to do at work. I try to keep other things inside my drawer so I can focus on my tasks until I �n ish them.
With work ing from home and the ongo ing pan demic, phys ical activ it ies are lim ited. But try to keep healthy by eat ing the right 
food and doing home exer cises. I have tried some excel lent body weight exer cises online that I can do at home whenever I can. 
Oth er wise, I give the dogs a bath or clean their area as a home workout. Being healthy gives you more energy to do your work 
bet ter because you train your body not to get tired eas ily. You get to do more because your energy is sus tained, and your focus 
becomes con sist ent. This trans lates to hav ing more time for self-improve ment or hob bies which help you become more cre at -
ive.
Being healthy also means cul tiv at ing a good mind set. Refram ing issues and prob lems as oppor tun it ies for growth helps you 
focus on solu tions more than �nd ing blame. Sev eral days ago, I had to facil it ate a work shop where I did not feel as con �d ent 
because I had not done any train ing for a while now. After the �rst batch, we were all con grat u lated for doing well but I knew I 
had to �ne tune some parts of my dis cus sion, which I did for the next batches. I could have stopped because I was doing well 
already but I knew I could still improve. Adopt ing a growth mind set helped me not only man age my anxi ety in facil it at ing the
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work shop, but also to keep an eye on what I can improve so con fu sion and ques tions are min im ized. It gave us more time to
dis cuss other things and provide more time for par ti cipants to do their plan ning.
One of the most import ant men tal it ies we need to develop is the digital mind set. Given a task, most people would dive right in
and just do it. But only a few would stop and eval u ate the best way to do the task. Abra ham Lin coln once said, “Give me six
hours to chop down a tree and I will spend the �rst four sharpen ing the axe.” We must real ize that we have at our dis posal tools
which have not fully max im ized because we are too afraid to use them.
For example, people have been using present a tion tools for a while now and yet not every body has the same skill level. Your
dex ter ity in using the tool will depend on your own interest—and your interest in learn ing its many uses. I still remem ber the
�rst time I cre ated an anim ated video using only Power point and my col leagues thought I used a video edit ing tool. They were
sur prised to dis cover I was using the same tools as they did. The di� er ence was that I was curi ous how my out put could be
improved given the tools avail able. A digital mind set can help you over come your fear of new tech no logy and learn as much as
you can to do your work e� ciently and e�ect ively.
And lastly, sur round your self with people who will help you become bet ter at what you do. Some times, your envir on ment can
hinder you from look ing at bet ter ways of doing your work, espe cially if it is a tra di tional organ iz a tion. Your advant age would
be a per son al ity that can adapt to di� er ent kinds of people, espe cially the di�  cult ones. Past organ iz a tions have shaped the way
I deal with people and the most power ful skill I have learned in deal ing with people is empathy. When you know where people
are com ing from, it becomes easier to work with them.
Your per sonal mul ti plier also depends on how much you are will ing to go out of your com fort zone. When you know what you
want to accom plish, it will become easier to �nd ways to achieve it even when presen ted with obstacles. But once you develop
the habit of improv ing the little things in your work, you will �nd it easier to �x the big ger ones.




