WELCOME TO EFFICTIVE
MANAGEMENT Workshop

20th -07-2024
Beginning of Training: 4 PM-10 PM




TEAM INTRODUCTIONS

20th .07-2024
Introduction of Participants: 4PM-4:15PM
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GROUP AGREEMENTS

1. Be Present
3. Take Care of Yourself
4. Honor Others

20th -07-2024
Group Agreement: 4:15PM -4:20PM




LET'S BEGIN
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AGENDA

Welcome & Introduction

Authority and Leadership

Management

Effective Management

Qualities In a management system

How are Leadership and Management Related?
Time Managemnt in Matrix

Delegation

Group Work

Tea break
Self-Reflection
Group Work CNP
Lunch

Trust

Burnout
Feedback

Closing
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Effective
Management

Presenter: Mastora —Shafahi Head of Educational And
Health Organization for Afghanistan Women(EHOAW)




AUTHORITY

Authority

Authority figures determine what the problem is and how the team should go about
solving it.
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Authority is something that you are given in a formal role or position.
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Protection Order




What is the role or responsibilities of a successful
manager?




LEADERSHIP

“DECAUSE 1T TAERE T SURELY WE MUST
WAVE A BETTER REASON."

o leadership is an activity anyone can do.

.0 ala) ) gire dad 4S Sl Cullad S 5 50
o Mobilizing people to earn and solve an

adaptive challenge together
o) b Ly ks Gl S5 U 5 an (519 2 30 (5 s s
o leadership as a social activity that enables
Individuals that work together to achieve

results that they could never achieve

working alone.
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Authority vs Leadership

1. Gives direction and gets people to
follow.
Gasdi ) A g e Culad Jshme 0 S0 2
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2. Protects the group from challenges.
30 Jailaa la (illa 51150y €2
3. Maintains order by bringing down
the heat Avoids conflict.
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4. Maintains norms.
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5. Does the work.
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Points to the problem and gets people
to learn.
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2. Confronts challenges.
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3. Turns up the heat Surfaces sustains
conflict within productive bounds.
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4. Challenges or disrupts norms.
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5. Gives the work back.
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MANAGEMENT

- Management is the process of coordinating and overseeing the activities of
an organization or business to achieve defined objectives. It involves
planning, organizing, leading, and controlling resources, including people,
finances, and information. The goal of management is to ensure that the
organization operates efficiently and effectively.
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Function of Management

— %  Functions of Management
anning

Staffing
Planning Staffing Controlling
Organizing a@ % @
Contl’olling oy, R oy,
Directing
Organising Directing




What is of Effective Management?

- Effective management is the ability to plan, organize, lead, and
control resources, including people, finances, and information, to
achieve specific goals and objectives efficiently and effectively. It
Involves making strategic decisions, motivating and guiding
employees, and ensuring that all parts of an organization work
together smoothly to produce desired outcomes.

5t osal il alaa ) i JSES 55w ) Aule Sl is 4l (Ul Jise Sy e o
ARG Jalid ol ol Hise g2l S Hgha 4y (ald dalie gcalaal 4 oliad o) p cle Ul
Sa sl A 4w 4S ol ) lisadal 5 IS IS Clan g6 3800 dlanl (G 5 il Clasaa

S Al 1) Gslhae i B S e S a8 b 0l sy ) sh 4n Qe




EFFECTIVE MANAGEMENT

o Connect team to the mission

Cy ) sala 4 ai Jladl o Bring the right equipment
- Provide direction, protection, and order Canlia ) jead (3
Dgid g calalia Culaa 43l ) o Train
o Receive and provide feedback O ) sal
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How to Climb a Mountain




How are Leadership and Management

Management <u s

Related?

Ability to listen
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Connect team to the mission

O
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Delegate
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- Receive and provide feedback
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Leadership <u

Ability to Observe
s Lia U &
Connect others to purpose
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Give the work back
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Interpret losses
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Plan

Establish
objectives and

process(es)

- necessary to

~ deliver results




Qualities in a management system
S e o S Ly Cuds

Quialities in a management system, a manager plays an important role. He/ She must possess certain
characteristics:

o Selflessness

o Adaptability

o  Equanimity

o Self-Confidence

o  Self-Awareness

o  Self-Discipline
o Leadership

o Optimism




URGENT & IMPORTANT

We Need a Time Management Tool to
Recognize What is MOST Urgent and
What is MOST Tied to Purpose and
Importance.
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URGENT (s

Requires Immediate Action and
Attention 84 sigald8l 4 g i

Lifesaving or Emergency Work
) skl IS L 3 e Dlas
Critical Deadlines
o da¥l i pa

Danger or Harm When Action is
Delayed (physical or reputational)
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IMPORTANT

o Critical to doing your job well
G JBaladl gl Sl o
o Contributes to mission or purpose
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o Enhances quality of work
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TIME MANAGEMENT MATRIX

URGENT NOT URGENT

Q2

Urgent &
Important

Important

. but not urgent
PR 5L c_\m;d))su\uu\egm

IMPORTANT

Not urgent or

important
Gl aga 4l 5 5B 4

Urgent but not

Important (to you)
Cuath aga Ll (5 ) 8

NOT
IMPORTANT




URGENT NOT URGENT

Q] Urgent & Important QQ Important but not urgent

Providing direction, protection, order to ) )
my team * Learning, Exposure, Professional

Development
Mandatory meetings

IMPORTANT

Program Strategy & Design
Emails, responding to messages, calls
Team Building

4

Concept notes, proposals, reporting

System strengthening
Delivering live trainings

Research & Writing

Q3 Urgent but not Important (QQ4 Not urgent or important
(to you)
Delivering Presentations & Attendling Unproductive socializing
Events
Departmental gap filling S O el
* Procrastination

NOT IMPORTANT
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Organization wide initiatives




URGENT NOT URGENT

Q2

TIME IS ALWAYS
PULLED FROM
WHAT IS

IMPORTANT

IMPORTANT

NOT
IMPORTANT




REALITY
QI

Q3




GOAL

URGENT NOT URGENT

QI

Burnout

IMPORTANT

Your Purpose

Q3 Q4

Burnout Burnout

NOT
IMPORTANT




MORE FOR QUADRANT 2

o Prioritize what’s on your
schedule, but to schedule your
priorities”

S (6 el | olilacy o of Ll oS

Plan & Prioritize
Build in protected Q2 time

Effectively say no to Q3 tasks others
give you (Q3 &
(35 48 503 a4y R

Delegate more & delegate well

Minimize your distractions in Q4




Group activity |

20th .07-2024
Activity I: 4:30 PM- 5PM
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Get into small groups and
discuss

In which quadrants do you spend the most time?
Why are you spending the most time in that quadrant?

What is one action you begin could do after this workshop that could help
you begin to rebalance and make more time for quadrant 2?




DELEGATION JWiil U gaiy ddud
Adh g

o  HOW TO ASSIGN TASKS TO OTHER PEOPLE ON YOUR TEAM
S Jma 25a ol bl pleay ) by fs o
o THE DIFFERENCE BETWEEN TWO TYPES OF DELEGATION STYLES
i adh s Jliul g 5 g aslé o

o HOWTO USE THE TIME MANAGEMENT MATRIX TO KNOW WHEN TO

DELEGATE
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DELEGATION i g asds

o We cannot do it all by ourselves el shaad 0ald alail Le nga o 31 ) S 4 L
o Can only make time for Quadrant 2 if we give the work back
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TWO STYLES OF DELEGATION
g o5 e b bl Jibiwl .95 93

“Go do this”
“Go do that”

Micromanagement
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Not trusting with the most important

tasks
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Allowing someone to own the task
AND the solution
sadah g OSGlle () (oS 4 ala ol
Jal )
Giving the Work Back
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Aol ol sl gl )y a Y
"Trust is the highest form of human
motivation”
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HOW TO GIVE WORK BACK

While Maintaining Direction, Protection, and
Order
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RESULTS LE Wit What needs to be accomplished??2 5% alail Al (5 a4

GUIDELINES EREEPS R What rules must be followed? €2 s cule ) uly il 8 as

What is available to help complete the task?
RESOURCES & Cal 35m 54 IS eSS 43 (S (51 31 (5 e 4a

How will the task be evaluated?fas alsa L)) 4 Ss IS

ACCOUNTABILITY < sinsa
CONSEQU ENCES VIR What is at stake?tci) Jha 5y g as

Lia
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oCLF-REFLEC TION (o) 26
/

O Which of your team members
are ready to take the work

RESULTS

GUIDELINES
back?
ugd%\@e\ﬁﬁﬁﬁ)ﬁgpq O RESOURCES
e ACCOUNTABILITY

© In which areas could you
Improve your delegation

communication?
Gl ) 2l 55 e (b 4ipa oS 0 O

faddn 250 1) 28 g 588

CONSEQUENCES




EFFICTIVE DELEGATION

o  Effictive Delegation enables you to get work done through othe people and is centerl to
effitive managment.
A () B8 Si5e Cy pite 53 52 aladl 80 38 3k O 1) JS Ul e B ) el Sise 38
o Delegation in effective management is the process of assigning responsibility and authority
to subordinates to complete specific tasks or projects.
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15 Minutes Tea
7 Break h

20th _07-2024 Te————

Tea Break: 5 PM- 5:15 PM

;



LET'S GET STARTED




TRUST (suis )

Why Trust? ¢S saie)|,a © T00Vague, Too

o Trust issues in teams Common
. . . ) B pge A
mentioned In Leadership o Getting stuck
Cases (21%) Odila age
sl o oleiel 4y b ye Jile O Whentrustis present,
(%21) Gty 250 y3 o2k K3 Innovation can increase
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CATEGORIES OF TRUST
slaic] Sl Sy diawd

Organizational & Business Psychology SS9 @S g Al i) gy

Face-to-Face and Virtual Teams

What built or broke the trust on your team?
?A&Mﬁjqﬂ.«h\m L\J\Aq\u.cbd'};&

Tested in Cross-Cultural Teams
Gguk)ﬁ O L;\.A ?J" BN ol Cuudd




Trust can be broken down into five overarching

categories

S Al S At iy Ay Gl 8 a1 Slale)
ABILITY(3V'9) PREDICTABILITY (0293 oyt J218)
o Competence (“:=3=) o Keeping Commitments (<lags kis)
o Reputation (s_x! «=e) o Availability (i)
o Conscientiousness (-l ask o) o Consistency (<L)
o Proactivity (025 Jad)
o Participation (<< L)

v

= GOODNESS (.2!s3 A5 us5) RANSPARENCY (cwdlai)

o Task support (ks Jl cules) Information Transparency (<ile Sl cuilis)
o Granting Autonomy (1a)s J3ai slact)
o Emotional Care ( ible il )

o Loyalty (sl-ts) o Sharing Private Information ( <leSUal (s )15 (S il 4
(o 3ol
w A8 % 6w a
N | A INTEGRITY (cedlids fCdlue) o Openness (o2s 1)

o Confidentiality (025 4l )
o Ethical Values (s sla (5)))

o Responsibility Assignment (<l sise 5 1 )




BUILD (& (S s

)ABILITY
Competence INTEGRITY
Reputation = i =

Conscientiousness
Proactivity
Participation

@vl TRANSPARENCY @ TRANSPARENCY

Information Transparency
Responsibility Assignment
Sharing Private Information
Openness

o
O
o
O



CONCEPT NOTE (cdisss
4 5

INTRODUCTION 44234

o Develop a Concept Note for a donor for a new project related to

the environment or climate change

A€ alaal (ol sa 5 Gl )yt b Cangy j e L dasi je a0 5550 S () g oaii€lan) G (s) (e seie LSS o
o Project can be up to $200,000 and one year
25 Jle S 5 ,Y2200000 B x5 weds O
o Concept note must be presented live on “video” over Zoom
25 43 ) a9y (550 WY g D sea 02 ) Oy gea 4y AL e sgle Gl o
o You can use any visuals or other presentation materials
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INSTRUCTIONS(W Janl)  gicun)

Working together in a group o5 RSy naa L S
You can use any visual aids (PPT, etc.) you want.

S oaldin) 2l & (e aS (et BPPT ) eSS a Jlailg el o
You will have 45 minutes to develop the Video Concept Note

WA 5 1) (25 (o0 sete Cudladly Ul aal sd Cum jias@a 45 Wl o
Within that 45 minutes, make sure to: 48 2 o (fiahae 438245 o) )0

Strategize and jointly decide what is most important to include
Consl pgn (5 Ax AS 3 580 arenal 1S Jidia 5 23l 45313 (5 350 yiul

. Discuss unique strengths of your team members to divide up the work




Group activity |l

20th -07-2024
Group activity I1: 5:15 PM-6 PM
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LET'S GO FOR LUNCH

20th .07-2024
Lunch: 6 PM- 30 PM




LET'S GET STARTED

20th _07-2024
Let’s Get started : 6:35PM




GROUP PRESTENTION AND Q&A

20th -07-2024
Group Presentation : 6:35 PM-




BURNOUT (A (839 2)

Chronic stress from the workplace that leads to exhaustion, disconnection, and
dissatisfaction.
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BURNOUT

Effort-Reward s 2\ - (&G
Imbalance (Jai axe):

- The relationship between your effort at work o Long Hours Travel Salary
and the rewards you receive in return - Stress at Work Recognition
] . S _ _ Promotion
Ol o as ol (b 5 S o Lad (B3 adadl o Traumatic Experiences Respect
W e il Job Security

- Imbalance associated with increased
emotional exhaustion in female and male
humanitarian workers

500 QUSO8 3 ilale (S (i 331 Lol jen Jalaloxe ‘

ﬁm‘}.ﬁﬂﬁf




BURNOUT MITIGATION PLAN
€3 g b i 7k
(g A S
What are the situations in your job that cause the most stress/burnout? Be specific!
0258 (oo Al (B s 8/ i) Ciely led Jad )3 s Gl ge 4
»  Which do you feel you have the most authority to change?
T2l st sl Jal (p il 1) S alS Lad Hhai 4
Who is in your support section?
Tl HI8 Lad Al (i jo oS4

» Who are the 4 people who you can trust to support you when you are stressed out (include at
least 1 work colleague)

BLovey| dﬁ\q;)A.'am@Mggﬁqwc\tgiqgjaw)h\dssé\y)qui;)'\qmd\ﬁqg\ﬂsaﬁd)éj4
(258 e eS8
When do you feel most rewarded at work?
» Be specific!

What is your one next step to mitigating your own burnout?
Cuma 3 ga Jad Kosu b (S o) ladi gary oK

»  Should be small and actionable
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FEEDBACK (2,sa%)

WHY DO WE NEED TO GIVE & RECEIVE
FEEDBACK?

WHERE ATTENTION GOES, ENERGY FLOWS
P i Q) e s S S

How to give an effective
feedback?

s




FEEDBACK

o Effective managers give feedback

1. Adjusting feedback :Askes someone to change a behavior
2. Affirming feedback: Recognize Someone’s behaviors and asks the to continue it.
o Need to provide both Adjusting and Affirming feedback for full support

Q

o Using Observation and Specificity to improve the feedback we provide




EEC FEEDBACK

EXAMPLE EFFECT

CHANGE/
CONTINUE

- Observations
about their
behavior

. Effect of

behavior on
you/others/task

- What behavior
could they
change or
continue?

Stands, you are
always rude in
meeting

ANV




FEEDBACK - BEFORE YOU ACT
Spd a4y w8 5| U8

- Provide examples from your own
experience — not someone else’s

1.Preparation > Use “I statements”
. 38R 48 s Jlia 26 Gl jal )
2.Delivery Ol aay e 258 et 5
o Consider the risks
3. Follow-Up

o Make sure to do all three steps

Website: ehoaw.org
Email :dr.mastural200@gmail.com
Email of EHOAW : ehoaw2020@gmail.com




FEEDBACK AUTHORITY( g 5,5 5L

PROTECTION D'I’IQEQTION ORDER
bl I il
o Feel seen and recognized o How do we move forward? _ How do | do my role

better?

o Reward protects us from o Continue or change the
burnout approach




REFLECTION

What is your plan to use the tools you learned today?

Which of your teammates could benefit most from these tools?
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Website: ehoaw.org

Email :dr.mastural200@gmail.com
Email of EHOAW : ehoaw2020@gmail.com




20th _07-2024
10 Minutes

Website: ehoaw.org
Email :dr.mastural200@gmail.com N/
Email of EHOAW : ehoaw2020@gmail.com
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Mastora —Shafahi Head of Educational And Health Organization for
Afghanistan Women(EHOAW)

20th -07-2024
Closing: 10 PM

Website: ehoaw.org
Email :dr.mastural200@gmail.com
Email of EHOAW : ehoaw2020@gmail.com




