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Policies, guidelines and procedures help your business operate consistently and efficiently. Having a written overview of how things should be done in your workplace gives each employee the knowledge and vision they need to contribute to the company's growth. Create a procedure manual to empower your employees to do their jobs to the best of their ability. A procedure
manual contains policies, guidelines and processes for the entire organization. It exists to help employees do their jobs in an approved and consistent manner. Your procedural guide includes policies and procedures for your overall workplace, as well as for each individual role. Policies reflect the rules you want your employees to follow, while procedures describe the process of
following those rules. Your company's Procedure Manual should include: The vision, mission and core values of your rights and corporate regulations Health benefits, sick days and vacation days Expenses, deductions and refunds Online Guidelines on Overtime, Meal Hours and Rest Periods Disciplinary Measures Having all this information in writing ensure that your employees
have a reference point for everything they need to know about the rules of your workplace. This reduces poor communication between the company and its employees. It also ensures that there are processes in place for how to carry out each action and what to do in the event of disciplinary action. Each department in your organization should have a procedure manual where the
tasks of each role within that department are described. For example, there should be an IT service manual, a customer service manual and a sales department manual. In each manual, be sure to list each type of role, such as IT manager, customer service representative and sales associate. Next, list the specific tasks for which each role is responsible. Then create step-by-step
instructions for each task. For example, if one of the customer service representative's duties is to close the cash register every night, how should they do it? How should they count cash and credit card transactions, where should they list them and what should they do with the money at the end of the night? Having these kinds of documented, unsusfied details, ensures that there
are no knowledge gaps for your staff. They have a reference that they can check when they forget a process or accomplishes a new task. If an employee suddenly has to leave the company, you always have a record of all the tasks they are responsible for so that you can ensure the continuity of your business. It takes time to write a clear, consistent and useful process manual.
Start by writing an overview of all the information you need to include. Then highlight the priority areas, so you know which sections to start. Fill out the procedure manual section by section, instead of working on several sections sections for a while. This reduces confusion and repetition. Use a direct writing style that allows your employees to easily follow the logical steps you
offer. Include many numbered lists step by step for processes that need to occur in a certain order. Use bullet lists for procedures that can be completed out of service. Where possible, include images or graphics to help understand. Always keep your procedure manual up to date by reviewing it every month. If necessary, revise outdated procedures. Share the latest updated
version of the procedure manual with your employees. Instead of having a printed version, consider having an online version of the manual, making it easier to make sure your employees always have the latest content. Share the manual with all new employees and emphasize the importance of reading each section to familiarize yourself with the rules of your workplace and
department. Reference the manual in meetings where questions about topics that are in the proceedings are raised. For example, if an employee wants to know what the policy is on taking sick days, answer their question and also remind them to review the information contained in the procedure manual. Under the image of the hood by Lucy Cherniak from Fotolia.com Removing
a manual transmission from your vehicle is not as difficult as it may seem at first and well worth doing the job yourself. In the beginning, all transmissions were manual. Now the transmissions can be manual or automatic; In any case, their function is to take the power that the engine creates to move the car forward or backward. The transmission transfers power through the drive
shaft. The internal components of the transmission allow different levels of torque to be applied, depending on the speed at which the vehicle moves. This project will take about 90 minutes with the appropriate tools. Raise the front of the vehicle with the floor socket and support the vehicle with two jack stands. Make sure the vehicle is stable. Disengage all electrical components
connected to the transmission. Point out the position of the drive shaft for relocation. From the exit shaft, remove the U. Jam back joint from the fabric to prevent the liquid from dripping out of the extension case. Manually loosen the shift links and the transmission speedometer cable. Place the transmission socket under the transmission, then take a plug key and remove the
support nut, crossed limb and rear engine support insulation. Support the engine with a socket holder and use the transmission socket to remove the rear-end transmission Vehicle. Remove transmission from the transmission socket. Last Updated December 9, 2020 In 1911, Frederick Taylor, an American engineer turned management consultant, published a book, The Principles
of Scientific Management, which revolutionized workplace efficiency practices through the productivity formula. In Taylor suggested that employee productivity and motivation could be changed by changing specific variables. By optimizing these variables, companies could maximize efficiency and profits in the workplace, while minimizing costs and eliminating inefficiency. Since
Taylor's ideas were published decades ago, these important variables have been integrated into a simple equation that managers and managers use to measure and improve employee motivation and productivity. The simple equation is called the productivity formula, and here's how it works. What is the productivity formula? The productivity formula is a measure of the
productivity of an economy, organization, team or employee. In the context of a business, it provides a useful indication of the effectiveness with which a company effectively converts raw materials, machinery and employee groups into useful goods or services. This can be represented in the surprisingly simple productivity formula: The productivity formula is a basic relationship
between physical input and output variables. The most common inputs are hours of labour productivity, capital and materials, and the most common production units are sales and the quantity of goods produced. A company that produces more with a given variable of inputs (capital, labour and materials) or uses fewer inputs to produce the same level of production has greater
productivity. This creates a competitive advantage over a company that produces a lower amount. The productivity formula illustrates how a company can increase production units produced per hour, machine or material used per employee. How to use the productivity formula For example, a manager may want to calculate the productivity of employees in his or her company or
team. To do this, employee productivity can be calculated by dividing the goods and services produced or the sales revenues generated by the total number of hours worked by the company's employees over a period of time. For example, consider an employee named Tom who made sales worth $2,000 in a 50-hour week. Another employee named Jill worked 20 hours a week
and sold for $1,000. Using the productivity formula: Tom's productivity: $2000/50hrs -$40/hourJill's productivity: $1000/20hrs -$50/hourIn this hypothetical scenario, Jill is more productive than Tom, even though Jill has generated less sales than Tom.Here is another example: Imagine a retail company looking to measure her productivity. If last month's production was 20,000 units
and the total number of hours was 2,000 hours, then according to the productivity formula: enterprise productivity: 20,000 units/2,000 hours - 10 units/hour As the last example, consider a highly automated production line with a small number of employees. If in one month, the production line produces goods worth $1 million with 1000 total hours worked, then the productivity of the
company is: Productivity of the company: $1,000,000/1000 - $1000/hourEven although the cost of labor is much lower The cost of equipment, a company that invests in the efficient use of technology will gain a competitive advantage and improve the productivity of the company. Managers can use this formula to determine which employees are most productive or to measure a
company's effectiveness in using its resources and materials. However, this version of the productivity formula is limited because of its simplicity and restriction in variables. According to the examples above, this productivity formula uses only individual units for input and production to calculate the level of productivity, which is why it is described as partial factor productivity. For a
more accurate measurement, a company will need more inputs and outputs to calculate its overall productivity. This is where the multi-factor productivity formula could be useful. The multi-factor productivity formula As mentioned earlier, the partial or single-factor productivity formula is limited as a healthy measure of productivity. The multi-factor productivity formula helps
managers measure the productivity of various departments in a company. With this formula, productivity is measured by comparing production to the different inputs needed for production. This includes unit ratios produced against materials, labour and capital. For example, changing one variable to another, that is, labour for capital, could produce a significantly different
productivity figure. A more effective measure of productivity should take into account the different substitutes for inputs and production and accurately represent how they affect the productivity of the company. While the partial factor productivity formula uses a single input, the multi-factor productivity formula is the ratio of total outputs to a subset of inputs. For example, an
equation could measure the relationship between production and labour, materials and capital. This method is a more comprehensive measure than partial factor productivity, but it is also more difficult to calculate. For example, imagine an automotive manufacturing company buying state-of-the-art machine equipment to increase production. Assuming that this equipment allows
the company to reduce the number of employees and costs 40% more than a standard machine, the production will remain the same. But as the number of employees has decreased, the productivity of the company's labour and capital will increase. And there will be a 40% decrease in material productivity since production is constant and the materials purchased have increased.
Another consideration is that a productivity formula Factors will take into account all inputs used in a production process and provide a more accurate assessment of the company's productivity and performance. How to improve employee productivity with the formula Here are 3 productivity-based strategies to improve employee productivity: 1. Measuring and improving the efficient
use of time, although not purchased, is often wrongly ignored as a cost. For example, if two companies have equipment, personnel, products and but one company takes two weeks longer to ship order purchases, their productivity is not the same. Managers who work with employees to maximize the time spent on tasks that match their strengths and minimize the time spent on
everything else will improve employee productivity. 2. Promoting Employee Autonomy In his book, Management Challenges for the 21st Century, peter Drucker, a legendary management expert, writes: The demands we place on the knowledge workers themselves responsible for their productivity. Knowledge workers must manage themselves. They must have autonomy. Various
studies have shown that human beings derive the highest levels of motivation and satisfaction from achieving goals that are self-determined, so it is essential to think about the productivity formula. Self-determined goals increase intrinsic motivation, that is, the desire to do something for oneself, rather than extrinsic motivation. Intrinsically motivated people take more action on a
given task, persist in the face of adversity, explore more creative ideas, appreciate their work and perform better. The more autonomy and ownership employees have in their work roles, the more productive they will be. Managers who include employees in setting goals and give them the autonomy to execute them can significantly improve their productivity. 3. Encourage team
empathy in Smarter Faster Better: The Secrets of Productivity in Life and Business, author Charles Duhigg tells the story of how Google improved team performance through Project Aristotle, a vast research project analyzing team productivity. At the end of their search period, Google discovered that the best teams were not necessarily a collective of the best performing people,
but rather a collective of individuals who shared empathy with each other. Teams that encouraged members to listen to each other and be sensitive to each other have the best results. That's why people with great emotional intelligence tend to be the best leaders in a group setting. They tap into the emotional component of human motivation to get the most out of the people
around them. Final Thoughts The productivity formula is a simple and useful tool for quantifying, measuring and managing employee productivity. As a stand-alone reference to productivity, it may not be sufficient as a measure of productivity that takes into account the complexity of a business. The best way for managers to use the productivity formula to motivate employees is to
integrate the personal element. By maximizing time efficiency and fostering employee autonomy and team empathy, managers can build a workplace culture that encourages productivity and long-term satisfaction. More Tips on Productivity Improvement Photofeatured Credit: Stanley Dai via unsplash.com unsplash.com unsplash.com
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