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Something we need to consider as we go through life with long To Do lists - are we putting the right
things on them? Are we doing the right job? I was driving in my car listening to a tape on time
management and I heard one of the most profound statements I have ever heard. Mathew Parvis
stated the difference between Effectiveness and Efficiency:

Efficiency is doing the job right. Effectiveness is doing the right job. Be effective first.

You may need to think this one through a bit. We often spend a lot of time doing something right when
we shouldn't even be doing it at all. I remember during university, I was cleaning my bathroom very
efficiently. I even found a contact lens that someone else had lost - before I moved in two years
earlier. However, I had final exams the next day. I was not making effective use of my time. Effective
use would have been to study.

Think about how often you spend a lot of time doing something well when you should be doing
something else. Mothers often do this. "Oh, I just have to get the dishes done and then I will play." Or "I
have to finish this and then we can go to the park." We get annoyed at our children for interrupting us
doing a menial job, when the effective use of our time is likely to enjoy our children before they grow
up. This doesn't mean we should live in a messy house but it does mean we need to ask ourselves this
question every so often: "Am I being Effective first? Am I doing the right job?"

This question has really made a difference in my relationship with my children and my husband. I have
made the decision to use my time as effectively as possible. Rather than always trying to get work
done when they are around and want to be with me, I have made use of childcare and school to make
sure to have effective time both for my work and for my family. When the kids are away, I work on my
writing and presentations. When they are home I set aside time to play, go for walks or just be with
them.

Of course, sometimes being effective is being able to multi−task. As a Mom I truly can't survive without
this skill. I may cook supper while my children are doing homework or answer a few emails while they
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are watching TV. I also need to be aware of the times when I can't do this.

My husband and I try to find quality time alone together a few times a month. On our recent trip to
Mexico, it was just amazing to be a couple again. We laughed, played and talked. Rather than finding
ourselves talking family all the time, we were able to strengthen our relationship while laughing on a
kayak. Being aware of the difference between the two has helped me to improve both the quality of my
work and my relationships.

Here are some areas of our lives that benefit from making sure we are being effective and doing the
right job:
Chores - When we do them and how much time we spend doing them. Do we need to vacuum
everyday?

Family time - Are we really being together as a family? There is a difference between watching TV
together and a family night.
Work - Can we focus on work so we can leave it there when we are done?
Relationships - We need to spend quality time with our family and friends.
Travel - Can we travel and leave work or our commitments behind?
Relaxing activities − Are we doing what we enjoy? Yes it is okay to watch our favorite TV shows, but do
we need to watch hours of nothing? When we decide to relax, can we stop thinking about all that we
have to do? (Moms, I know we are all guilty of this one!)

Now, when we are doing the right job, let's be efficient and make sure we do it well (not perfect!).

Excerpted from Mom Management, Managing Mom Before Everybody Else © 2003 Tracy Lyn Moland.
Used with permission of The Gift of Time. All rights reserved. http://www.MomManagement.com

One Step at a Time in the Job Search

By Marilyn Tellez

What is the first step to take in a job search?

Let's start with "Who Am I?" If the job seeker can answer that question easily, then the rest of what to
do, comes easily.

It is often the hardest thing to do in a job quest, or anything else in life.

Answering this question cannot be answered by a recitation of job roles. Job roles are what a person
did in a job; the tasks performed.

The "Who Am I?" question has to be answered by an analysis from the job seeker, of just who the
person is. Is the job searcher riddled by anxiety? Then, it is wise to admit that being anxious is a part
of the personality makeup. We are to assume that it does not interfere with performing a job. Is the
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job seeker optimistic? Then that part of the personality can be emphasized in the job seeker and let
that QUALITY be a part of the what the job seeker offers in a job.

Any personality trait, from pessimistic or optimistic, cannot be hidden away for long. So, answering the
"Who Am I?" question is to be dealt with honestly and PRECISELY. Without knowing oneself well, the
rest of the job search is just an empty exercise.

Employers look for whole people who often have quirks,possess good qualities, and able to do the
tasks the job entails. Whole job seekers have a less stressful time looking for a job! They are always
impressive!

Marilyn J. Tellez, M.A.
Certified Job & Career Transition Coach
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Email:
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