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Can Multitasking
Be Harmful?

You receive a call from a co-
worker and while listening you
open your email to see what has
come in recently and start looking
at your calendar to determine if you
have time tomorrow to work on a
report. We all do it — multitasking.
But, should we be doing it?

Today’s go-go society propels us
to get more and more done in less
time and multitasking helps with
that. But what about the quality of
what we do? You may be surprised
to learn that when we

multitask, we may feel we boost
our productivity—but actually, we
are hindering it.

Several studies have shown that
multitasking can result in wasted
time—up to 40%. “How can that be?”
you ask. Well, it all comes down
to focus. Humans cannot focus
completely on more than one thing.
You've experienced it when you try
to have a conversation while you
are watching television. You don't
catch each word of the conversation
or the TV and have to ask the other
person to repeat things.Or worse,
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you think you know what was said
and ask a question that the speaker
just told you about. This is all too
common. And if we are sharing our
attention with an activity that is more
complex, demanding more of our
attention, such as repairing a valve
or creating a spreadsheet, quality
suffers even more.

Multitasking is not only detrimental
to the quality of what we do, but also
contributes to high stress levels and
accidents. Dealing with several
things at once can leave us feeling
overwhelmed and frazzled.

According to James Manktelow of
the website mindtools.com, there
are a few simple things to do to help
us avoid the multitasking trap:

» plan your day in blocks and focus
on one thing at a time; close your
email for a while or turn your
phone off;

e manage your interruptions, they
are the biggest time stealers;
close your door or put up a Do
Not Disturb sign when you need
to get something done;

* when attending a training class
or webinar, give your complete
attention to the learning (stop
texting, checking messages,
etc.), you will retain more and
I'nd you enjoy the experience of
truly focused concentration;

« when you feel entrapped by all
the multitasking, simply stop and
take a breath—consider ideas to
tackle one task at a time; taking
just a few moments to free your
mind can be very helpful.

Try just one of these tactics to
reduce your multitasking and focus
completely on what you are
doing. You will see
positive results.
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JPIA's Pe
Professional )
Development A
Program consists
of three subject
areas of expertise for
which you can receive
certi! cation — Operations,

Human Resources and Supervisor
Basics. We will look at the Supervisor
Basics in this issue.

This certil cation is intended
to provide the basic skills and
information necessary to ful! Il
the role of a supervisor in a water
agency. Supervisors are key
employees in an organization,
interacting with front-line employees
and management in order to ful! ll
the mission of the organization. It is
critical that supervisors understand
their legal responsibilities along with
general methods to motivate, engage
and review employees. They are also
required to understand the basics
of all the job functions which they
supervise — a tall order in today’s
complex world of work"

JPIA’s certil cation arms individuals
with needed information and
resources to be successful. The
Supervisor Basics certi! cation should
be pursued by all supervisors or
managers in an organization, along
with those wishing to move into such
positions.
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:JPIA has approved two more :
: classes from the PreventionLink :
 online offerings to meet the PDP :
= requirements: :
¢ Reasonable Suspicion for Drugs

: Reasonable Suspicion for Alcohol =
: Check the website for more :
: information. :




Listen to Webinars
Any Time

JPIA has begun recording the webinars we deliver
so that you can view them at any time. This is another
way that JPIA is meeting the professional development
needs of members, and the best part is — it's free.
If you wish to complete the course and have it count
towards your Professional Development Program, you
will need to turn in assigned paperwork to show you
learned something from the webinar. Thus far, we have
recordings for:

e Job Descriptions and Hiring Practices

Stay tuned to the website
for more recordings that
will be available in the
months to come. As
always, we appreciate your
input and ideas, so feel
free to share what classes
you would like to view as a
webinar. See contact info
below to share your ideas.

So, grab your mouse and
take advantage of learning
when you want it. Details
on the website.

Important Dates

July 21, 2010; 10 a.m. to 2 p.m.
Human Resources Group (all are welcome)
Sacramento

July 28, 2010; 9:30 a.m. to 1:30 p.m.
Human Resources Group (all are welcome)
Thousand Oaks

August 10 & 11, 2010
Annual Training Conference
Hilton Irvine/Orange County Airport

Check the JPIA website for details and to
register.

Catch the
Wave and
Maybe Win a
GPS Device

Only a few more weeks until the JPIA wave hits Irvine.
We know you are probably aware that the JPIA 2010
Training Conference will take place on August 10 and
11 at the Hilton Irvine. But what is new is that you can
now register online and pay with a credit card! It's
quick and easy! So take advantage of the many classes
being offered at the low price of just $75 per day, which
includes all materials, breakfast, lunch and snacks,
along with the opportunity to network with other water
industry professionals. All classes count towards JPIA'S

Professional Development Program, and you could
win a GPS device in the Networking Bingo
game! Register online today and catch the JPIA wave.

JPIA Webinars for 2010

Join us for any and all of these webinars —
right at your desk. As long as you can access
the internet and have computer speakers or a
land-line phone near by, you can participate.

August 19 — OSHA Inspections
10 a.m.to 12 p.m.

September 9 - Q & A About the JPIA
Professional Development Program
l1p.m.to2p.m.

September 16 — New Employee Orientation

9a.m.to 11 a.m.
October 21 — Employee Handbook Do’s
and Don’ts
l1p.m.to2p.m.
November 18 — Understanding Your IIPP
9a.m.to 11 a.m.
December 16 — Stress Management
1p.m.to 3p.m.
Remember to join us the third Thursday of
each month (and additional days) for live train-
ing courses. Check our website for updates
and to register.

ACWA/Joint Powers Insurance Authority~5620 Birdcage Street - Suite 200, Citrus Heights CA 95610
www.acwajpia.com ~ 800.231.5742 ext. 3121; Training@acwajpia.com
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