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~ Work Organisation

6.1 Ilitt'oductinn

Radha and Sita are both friends. Sita stays at home the whole day and looks after the house,
. Whereas Radha, besides looking after the house has also taken up a job outside the house.
Sﬁli.Radhaswnstohaveﬂmqforevayﬂﬂng and all her activities get attended to. Sita on
the other hand, always feels short of time and her various household activities keep pend-
ing. Also, there is more confusion in her house especially during morning when her chil-
dren and husband have to leave for school and work respectively, By the time they leave
she is totally exhausted. Have you come across women like Radha and Sita? What could be
the reason for more time or less of time to perform daily routines? You will study about this
in the following lesson. : ,

6.2 Objectives

After studying this lesson you will be able to :

define work and organising wdtk;

explain the meaning and importance of work simplification;
enumerate various ways of work simplification;

define fatigue and list various types of fatigue;

suggest ways to avoid and/ or remove fatique;

state the meaning of time and en....., Lianagement;

define time plan;

make a time plan,
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6.3 . Work Organisation

In the above example, Radha was able to complete ali her work on time. Can you guess -
why Radha or women like Radha are able to do this? Yes, you are right. Such women create
a system of working which is efficient. If you observe the system of working followed by
such women you will realise that they plan and organise. They place things in their specific
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- ' ptaces. Also they plan their activities beforehand in accordance with the time at their dis-
posal, R ' :

On the other hand, women like Sita do not plan and organise their work, They spend much
time searching for misplaced things which lead to wastage of time and fatigue, To complete
morning activities more smoothly, if only Sita had packed her children’s school bags and
ironed their uniforms at night, she would have had more time available to her in the morn-
" ing to finish her other activities, e ) _ |
In addition.to this if she would have collected the whole uniform, shoes, socks, bag,
water bottle and placed them at one place at night, her children would not have had any
probiem in the morning and they would have been abie to get dressed easily. Even if she
had to get her children dressed she would have also found every thing at the right place.

Can you now define “ Work drganisation’?

Work organisation is planning and performing ones work activities in
such-as way that they are completed in the allotted time and with |

minimum expenditure of energy. . '
How do you do it? To understand this let us know more about work, its sequencing and
simplificaion. - : T :
Types of Work

Any activity requires time and energy. Some activities require very littic energy whereas
others may require a lot of it. You get tired after performing the activities which require a
lot of energy. Depending upon the amount of energy required to.complete the activity, these
have been classified into tight, moderate and heavy activities or work. Light work requires
mininum amount of energy and heavy wofk the maximum,

!

v 'Iype!:»f_Work o
. Light Work _ Moderate Work ' "Heavy Work
- — cuiting vegetables o« ——sweeping_ , — mopping the floor
- — dusting | - ~—cooking | - — manually washing
— writing - " —cleaning utensils etc. heavy dlothes
— reading - | —running
-— kamitting, etc. . ' , . — climbing stairs etc..

You can enlarge this list by carefully examining each activity that you pexform daily.

While planning your daily activities you must understand the nature of each activity
and take care that you alternate heavy work with light or moderate work. ‘This will help you
avoid getting tired soon and thus improving your efficiency. Remember, effficiency means

‘completing the work within the time limit and spending the least amount of energy. -

INTEXT QUESTIONS 6.1
1. Fill in the blanks : .
- () 'When you save time you can also save...... ..




(if)- By managing our time and energy we are able to finigh all OUE WOTK ...
(i) Light work requires sorivsenennea, COCTEY a5 coOmpared to . work. . -
(V) o, WOTK reqmresthe maximum ameunt of energy to be completed.
2. Classify the following into light, moderate and heavy work: | |
@) Sweeping () Mopping the fioor
(i) Sleeping = L (i) Cooking ) .
* (i) Brisk walking . (viii). Dusting S -
| Qv) Reading . - (%) Climbing stairs
(v) Sitting  {x) Knitting, .

6.4 Work Simplification

Youhaveleamtﬁlalmdnwmkreqmresehqumaiﬁeremtyﬁes of work require different

 amount of enexgy. You should also know that time spent in completing a job is also related

- the task is light you spend less energy and if the task is hieavy, you spend more energy.
‘ Hence,iftb,etaskishcavybutyoa finish it fast then you spend less energy than when the

same task is completed in a longer time, Fig, 6.1 shows this relationship betweea type of -
, 7

work, time and energy required to complete it.

i

Light ' Heavy
~ Completed in Compicted in
-  lesstifne more time
) Needsless energy - * Needs more energy

Fig. 6.1

]hnsyoucan‘reduéetheenagy‘spcmmooniplaeajobbyr _
- (1) reducing time or :
(i) making the task simpler,

,'Infact.ifyoumakcthctasksimpla',yoﬁwillautﬁmaﬁcal]ybespcnding}wsﬁmeon
it‘Eorexample,ybucapuseagratermgrmvege_tablhsoryoucanm:afoodpmcessor
helps you to save your energy because the Job is done faster. Similarly, if you collect
everything you require for washing clothes before you actually sit down to wash'them,
. You will definitely save both time and encrgy, Think of the other situations where you
wcmldhavetogunpofnen‘fwgaﬂngsomdhing.'lhusin'boﬂlﬂwseeumplesyouau'e.
-dmpufyingmwmkwmeewgyamm.mm‘mwdeﬁmworks&npnﬂcaﬁon
in your owa words? , . '

‘Work simpliﬁcationis any procedure and / or gadget adopted to save
- | time and energy in doing a particular work. ' .
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Work ofganisation is a more global concept than work simplification. Here, you plan in -
advance about your activities. You know that if planning is done beforehand you will save

time while actoally performing those activities. Whﬂeplauningandorganisingyoualse
think of tools and procedures which could simplify your work.

Forexample,lfyoudecidetogiveapartyonymrbirﬂxiay you will first plan about
all your requirements and how they are to be achieved — this is work organisation. While
actuallydoingﬂ:ewmtforﬂmpattyyouadoptwayswhichmnsaveyowencxgy,e.g
YOu use > mixie to grind the masalas, you use paper plates and disposablé glasses which
do not require any cleaning and washing before and after the party this is work
simpliﬂcaﬂon.Canyonﬂﬁnkofsomcmaewaysofsﬁnplifyingywworkwhﬂeworkmg
for your party? .

6.5 Methods of Work Simplification :
Let us now study about the various ways or methods of work simphﬁcation. : _ :
(] Keepingﬂcingswfthinmach You are now aware that while working if all ﬂ:erequlred

.lhmgsmkeptwiﬂnnreachandatmamomatehmghtyouareabletuﬁnishyomwmk

vy cpeiuding less of your time and energy, e.g., if you are cooking you would like that all
the food stuffs, utmsilsandsomceofwateraremtotheplacewhaeyouareoooking.
Also the height at which these things are kept or stored is appropriate, This means that
while working you do not have to raise yourself every time you need a thing. The storage

- containers are labelled and transparent so that you do not have to hunt for the things you
_requlru

(ﬂ)UﬂuglabourSangcvka——Usingwashingmachlnu.mkhm Iordo&ngymr
work saves a lot of time and energy. You know now that if you were not using a washing
machinetowashcloﬂwsyouwmﬂdhavewdoitmnnnallywhichwmﬂddaﬁmtdywquke
more energy and also time. Use of a pressure cooker, peeler, chapati maker, Speay gun,
vaccum cleanes, efc., atesomeuftheotbummmplesofwofksimpliﬁcaﬁonﬂn‘oughuse
of gadgets,
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Fig. 63

(il}) Using Appropriate Work Movements — While doing your work if you cut down

- all extra movements. You will see that you feel less tired at the end and that you

haveﬂm_medaﬁm.SOanfﬂlc‘wm'bywmchyoumdoﬂﬂsisafoﬂows:

. Ifyoin'havemcatrymahyﬂﬂngsfmmoneplhoetoanmhetyoucansaveyom

mne-anﬁmgybyusingeiﬂuaMyngamny.Conapmmemherofm

';quimdmhy'ammmwnngmhdewheuming_auayora
trolley. Decideé for yourself which is better. _

Fig. 64 ’ -
® If you can work with a straight back then why work with a bent back? Keeping

mbﬁsﬂgmwﬂcmsmﬂmm“gy.&g.,malmgmm .

broomlnsteadofﬂnregularbmomstosweapﬂnﬂoor.
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You can some time by doing aﬂﬂxetﬁingsthatcahbédonéintﬁeshmbmommdnego.
Formmﬁple.ifyouaremakingyombedwckinthemmlong’mm. i.e. spread the

bedshedanﬁbedmvaandlhenmmeminmgaherinﬂmdofmungﬂnmatw
times. Keep utensils directly for drying on the plate rack, Before washing, collect

_ everything necded for washing and the clothes and so on.

(i) Chmhgﬁcwortmm—wmkmbesimpﬁﬂediﬂtispronmdinapmpu
order. o o

Forcxample,whmrymhavem-mmmesitwmﬂdbemd:quickﬁmdeasiﬁif

you sprinl:ledwa'teronallmeclomesbeforeym stmironing.lfyon.mklewataon

oneclomandironitandmenonﬂ:emtand_soonlttakmmuchl'onger.

Similarly, while cooking vegetables. it would be better if you put the masala on the
stove and while the masala is being cooked yon cut the vegetables instead of first cuiting
all the vegetables and then starting to cook. '

(v) Perfect your skifs — If you practice and perfect a skill you will require less time
andewgyindoingﬂmwmk.Ataﬂororanybodywhohns learncd the skill of stitching
can_sl,ttchclbﬂmsina'mnchbeﬂawayandfamthmanuuskiﬂedpamn. :

(ﬂ)'UmWMm~Whmywmthecomctpommdoawo&you
g mmgnﬁmandmgy.mmeifyohmmmmgamumdmm
wbenyousituxlcthdﬁngupﬂomasiuingposnEeistomﬂtmmc.ﬁ\an

standlng Similarly pushing is always easier than pulling,

, . gk
If you put the bucket containing clothes to dry on a stool you will not have to bend
everyﬁmeynuwantmpicknncuﬁclcofdoﬂﬂngtom ' '

Pig 67 S .
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-'(vﬁ)Worﬁugawmm:hckkt—ﬂaveymmﬂa}dthatwaeﬂmeﬂrddifyou o
‘havelo'nmrkmaﬂwhenwhu*eﬂmworksurfaceisnmmmcmdmwiﬂ:ymnheigm?
Why?'lhislsbecmseymhavembendormiseyoumelf.wmmofﬂigfoﬂowmgm
ofimmngclmhesisﬂaeieastﬂmsomeforyou? '

. Fges _
Naumllyﬂ_:emirdoneasitisttwmostwmhcight.
(vﬁi)mvwwng-l)ovetaﬂinglsthemcessofmmbiningtwo or more activities at

time as the water gets boiled,
Can you suggest some more activities which can be dovetailed?

(ix} Usﬁugskmtcufs—ﬂaveyuuusedginga and gartic paste or onion powder to prepare
masala instead of using freshgndic.gingerandonioneachﬁmeywcook?Whatisﬂw
advantage? Yes, you save time and energy. You can buy those from market or prepare
these and keep it in your refrigezator. Pre-preparations save your time and energy when
acmallypa'fomjngﬂwacﬁvity. You wouldalsomaﬂseﬂ:atusingpapuplatesinsteadof
normal crockery saves times and energy. Can you say how?

(x) Atiractive working place — If the work area is attractive and well organised yoil tend

mﬁmmmwmkfastmdspmmsmgy.msisbecause'youanjoyworkingmm
an environment, This increase in efficiency is mainly because of the mental satisfaction,

INTEXT QUESTIONS €3
L ﬁckmarkﬂnmostamopiateansweromofﬂrefomopﬁonsgim
() Work simplification leads to
(8) spending less time
~ (b) saving energy
(c) saving time and energy _ : -
(d) use of gadgets. | o f"
(i) Dovetailing is :
(a) ﬂnishingajobhefor_esmﬁngﬂ:cmxt.
(b) doing two or more activities at the same time, .
(c);_readiﬁgimagazimwhﬂeajdbisbeingmmpleﬁd. g : | e
(@) using a labour saving device. 7 *‘
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(tif)  Correct posture helpsus to _ S o
@ do work on time = . it
.(b) getencugh rest : S i

(c) do two activities a the same time |

(d) save energy ‘

6.6 Fatigue

Whathappmswhmyouworkforalemthnfhmeconﬂmmusly?%nfederresﬁng
lhisisbecmsemecapadtyofymrhowwworkhasmmcedmmemforemdsm

' Test,

The feelings of tiredness causing desire to stop working is called fatigue.

This feeling may come not only becanse you have worked very hard but alno ‘because

.you have not worked at ail or are unable to complete a task, Thus fatigue can be of various

fypes.
Types of Fatigue
Fatigue
| l {
Physiological - Psychological
Fatigue Fatigue
{(When you work {When you do not work’
and spend energy) + orspend all your energy)
[ | |
Boredom ' ‘- Frustration
Fatigue Fatigue

(i) Physiological Fatigue — Kt occurs after you perform any physical activity, such as
running, wakking etc, Aﬂerpeﬁomnngﬂnseacﬁ\dﬁcswawlpysicaﬂyﬁmdbecanseyou
have consumed the energy available. “This is mainly because some waste products get
accumuiated in the muscles, When you rest for some time these waste products are removed
from the muscles,

(i} Psychological Fatigue — You must have noticed that sometimes fatigue may occur
even whan you have not worked at all or not enough to feel tired. This type of fatigue
may be the result of the feeling of boredom or frustration. You feel dissatisfied and restless,
experience bodily discomfort and have a desire to stop work. This type of fatigue is calied

psychological fatigue because there is no physical reason to feel tired.

In fatigue, caused due to boredom there is
& dicontentment
@ yawning
©® restlessness
® adesire to stop working
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This happens because the

work is monotonons

the work is uninteresting

working conditions are unsatisfactory or dull
the tools used are troublesome

In fatigue due to frusiration there is

bodily discomfort

general feeling of tension
unsatisfactory results

4 desire 10 escape from the situation

'Ihishappensbocaqsemdworkeris

inexperienced
distarbed too often
worried
overworked

not appeeciated

Ways to Remove Fatigue

Itisvayeasytomovephysiologicalfaﬁgue.myouneedtodoista_kcrestandyour
‘energy is restored to start your work again, ﬁydnlogicalfaﬂguecanbemmovedby:

—

e

making the work more interesting

working in groups and not alone -
haﬁngapmpaworkplace
having propes equipment, e.g. labour saving devices
developing skills at work -

making the atmosphere pleasant

reducing mental tension

appreciating the worker

giving rewards for good work

6.7 Meanmg of Time and Energy Management

If you are able to complete everything you aresupposedmdomihmmettme limit and

spemﬁnglcastamoumﬁenﬂgy‘ymaremfaamamgingymﬁmcandmgywdl.:m
-other words you can say that : 5 o

"How do you do it? Get into the habit of making s time plap.

Making the best use of time and energy available to us is known as
time and energy munagement. ' ’

A fime plan is an advancs plan of al e activiis (o be performed
in the alloted time. - o
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A time plan can be made for a part of the day, the full day, a week, & fortnight, a month,
'u'evenaym.Whtmapianismadeforalongerpetiodofﬁmeitis_usuallym'Ihc .
plan for short periods of time may be just mental.

Steps involved in making a time plan
.Howcanyougoaboutn_mkingaﬁmeplan?mvaﬂﬂu;sstepsin'voivedare: .

1. Ustaﬂthéacﬁviﬁ&tubepaformed-mumaﬂuttedﬁme.e.g.-inﬂxemoming'—a'
worhngladyhasﬁopreparebreakf&sgﬂﬁnandlumb,gﬁthechﬂdrmrmyfor :
school, get ready hesself and go to work. . ‘

2. Underline all the activities which neod to be done at a definite time, o.g. dropping a
child to the bus stop or reaching office on time, etc, : \

3. Make an estimate of the time required for the activities listed above. ¢.g. cooking —
45 min, getting ready — 20 min, etc. ‘

4, Amgedwmﬁviﬁeéhbseqmeinwﬂchﬂmyamtobedomm,gﬂﬁngcﬁl&m.
ready before the mother gets ready herself or cooking and packing of lunch/iffin can
be before the children get ready. ‘ '

5. Kaq)inmindﬂwscheduleofothafamﬂymembﬁsandmahemmyadjusmm
ﬂ"mquh‘ed'Forexam;ﬂe,ifthe-mmuisprepadngmebreakfast,tnc_fam can get
the chikiren ready for school. But if the father also has to leave at the same time then
lhemomwillhavetogetthedﬂlch'enreadyandmtwmfoxmmmand’shﬂp.
Similarly.ifonmmcdaysﬂnniothahnswleaveelﬂym-theommembaswill
also have to adjust to her schedule, '

6. While sequencing, the activities whichrequirgéimilarequipmcntorwotkam should .
be listed togethes, e.g. in the morning, cooking of breakfast and lunch can be managed
together. . ' '

7. -Once you have done various modifications in the plan write down the final plan. -

These were the steps involved when you were making & time plan for a small unit of time
iL.e., morning or afternoon, urevening.Whenym-makeaplanforthewholedayoraweek
you will follow the same steps of making a time plan. But for a plan involving longer
periods of time add two otha',pointsbesidgsﬂxeones mentioned earlier. These are : '

— there should be enough time for rest and entertainment
— the plan should be practical, flexible and realistic

It is always better to be realisuc, It is always-beuettobepBSmin.foranacﬁvity'which
you think will get completed in 30 min. than to keep 25 min. for it and get frustrated on

its non-completion on time.

Simﬂmiyifymthoﬁgmmatywwouldbeablewﬂdyymmwfouleaﬂngﬂr.
work in the morning but realise that you do not have time left to do it, leave it for the
afternoon. Do not feel guilty about it. When you come back from work you can do it

| Period of Peak Load |
Theze are certain times in each family when the members have to complete 2 number of
'activiﬁesinasmantime.’misiskmwnasthepeakloadﬁme. Foraample_;mnsideta
. lady who has'to go to office. Her morning time is very busy. She has to prepare bresikfast,
packumm,makemgmmfmlumhandgetdmssedmdgnmwkmisbwom




: 'lipuiodofpeakloadbeauseallﬂleseacﬂviﬁesarembepelfmmedwithiﬁ‘ilmmed&mc.

-‘Thesameacﬁviuesorevenmorewhmpa‘fomedmahogidaydonotcause much stress
-qrtensionbecmmeﬂ:eﬂmeoomtntismtm -

While making a time-plan peak loads must be given special attention,

All family members can assist in coming out of such peak load periods or outside
help can also be sought to ovexcome such periods; -

‘To make an effective time plan you should apply all the principles of work simplication.

ASnnple Thme Plan
(Aplanformningwﬁvitiwfaram:king woman)
Time o o Activity
3.30—5.45 am, a Wake up, go o toilet, bmshweth
545 —600am |  Havetea
6.00 —7.30 a.m. Prepare breakfast, tiffins and lunch.
7.30 — 8.00 a.m. . Get ready to go to office
8.00~8.15a.m. Have breakfast :
8.15—8.30am. ".|” Lock the house and leave for work

- Now &ou canmakcaﬁmeplmforyowseiffwﬂicwlnleday.

INTEXT QUESTIONS 6.3

-\ Indicate whether the following statements are true or false by writing “T” or ‘I against .

each statement : _ _
(i)Tbﬁnishallou:work,itisnecessarywkeepwquingMughbuﬂheday.
(i) Knowledge about all the types of work helps in preparing s time-plan.
(i) A time-plan is made for the present, IR :
() A time-plan has to'be practical. |
(v) Atime plan is prepared for activities to be performed from different categories..

Work Organisation 69




40 :: Home Science

6.8 What You Have Learnt

WORK | Planning to complete work with
. ORGANISATION minimum expenditure of time and
‘ . - emergy -
WORK " Process adopted fo save txme and
SIMPLIFICATION energy
. keeping things handy
' . _ + using labour saving devices
. Prevents . Needs | Through
T ! -+ ysing appropeiate wurkmovements
! l TIME PLAN I » changing work sequence
FATIGUE » developing skill
. ‘. N tate postures
o * appropriste height -
Physiological -  Psychological : gt
fatigue fatigue - '+ dovetaining
‘ ' : ‘« shortcuts
» sattractive making the work
Boredom Frustration B

fatigue fatigue

6.9 Terminal Exercise

L

1. Your neighbour always complains that he cannot finish his work in time. What should

be your suggestions to him? "

2. List the steps involved in making a time plan. .
Giving an example, explain how dovetailing results in'saving time.

6.10 Answers to Intext Questions

61 1.() energy
(ii) ontime )

(iif) minimum, moderate/heavy
(V) heavy '

2. (i) moderate (vd)

(i) tight (viD)

, (i) heavy (vii)

A ©oQv) gt %)

(v) light x)

heavy
moderate

light
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62 L) ) S
i O
(i) (@
63 1.() F
C@T
(i) F
V) T
T
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