
Getting organised

45

Looking at your activities at work

1  Use a highlighter to mark in your chart the activities which occur1 regularly: 
every day, once a week, less often. Say which they are.

2  Comment on your activities. Say whether you like/dislike them and give reasons for 
your attitude.

 You may wish to use phrases such as the following:
 • I very much like … because …/I like … most, because it means I can …
 • I’m (not) very keen on …, simply because …
 • I really hate/dislike … 
 • I can’t see why I should always …
 • I still can’t get used to …
 • I never thought I would warm up to2 the idea of …
 • Meetings are interesting/boring, because …
 • I’m not a tidy person really. But seeing the mess in the kitchen every day, I …
 • Having to clear things away may be a bore3, but …
 • Now that I know why … has got to be done, I just get on with it.
 • I love doing …

3  Explain to the other members of your group what a typical working day is like in 
your company.

What is your working day like?

Draw a table as suggested below and enter your activities in a normal working week, 
including your breaks1 (morning, lunch, afternoon). 1 Pause

1 hier: einfügen
2 Versandliste

1 vorkommen
2 sich erwärmen für
3 langweilig sein

4.3 Organising my day

Monday Tuesday Wednesday Thursday Friday

Time Tasks Tasks Tasks Tasks Tasks

  8.00 – 
  9.00

Arrive at work, 
collect & distribute 
the mail, team 
meeting, start up 
my computer

  9.00 – 
10.00

Help … with her 
chart, check and 
answer my mails, 
filing, …

10.00 – 
10.15

Coffee break

10.15 – 
11.00

Continue filing, 
copy and paste1 
texts and graphics 
for my boss

11.00 – 
12.30

Help prepare a 
mailing list2

12.30 – 
13.15

Lunch break

etc. …

è




