MODULE - 6

MAINTAINING
EFFICIENCY
AT
WORKPLACE




What is efficiency in a workplace?

Work efficiency is the ability to get the most
output from the least possible input. It
means doing more with less. Working smarter,
not harder. When you improve efficiency,
you're able to get a larger output from the
same amount of input — or even less.




Factors Affecting Productivity

1 Tec]:mmal N e

L 8.Location I@S//J -~ 2 Pmductinnnh h
factors \ g
\-/ L actors

H"‘-\-—____

P 3 Or amzatmnal
/7. Government Productiv lt} 2

L factorS/' w QEM//

s /" 4. Personnel
a3 Management \ |

I‘_.- & - .. .'. 5 F = X

Factors that affect or influence Productivity.



The eight main factors that affect productivity are :

Technical Factors : Productivity largely depends
on technology. Technical factors are the most
important ones. These include proper location,
layout and size of the plant and machinery,
correct design of machines and equipment,
research and development, automation and
computerization, etc.

If the organization uses the latest technology,
then its productiveness will be high.



Production factor : Production factors: Productivity is
related to the production-factors. The production of all
departments should be properly planned, coordinated
and controlled. The right quality of raw-materials
should be used for production. The production process
should be simplified and standardized.

Organizational Factor : Productivity is directly
proportional to the organizational factors. A simple
type of organization should be used. Authority and
responsibility of every individual and department
should be defined properly.



Personnel factor : Productivity of Organization is
directly related to personnel factors. The right
individual should be selected for suitable posts. After
selection, they should be given proper training and
development.

They should be given better working conditions and
work environment. They should be properly
motivated; financially, Non-financially and with
positive incentive wage policies should be introduce.
Job security should also be given. Opinion or
suggestions of workers should be given importance.
There should be proper transfer, promotion and
other personnel policies. All this will increase the
productiveness of the organization.



Financial Factor : Productivity relies on the
finance factors. Finance is the life — Blood of
Modem business. There should be a better
control over both fixed capital and working
capital.

There should be proper financial planning.
Capital expenditure should be properly
controlled. Both over and under utilization of
capital should be avoided. The management
should see that they get proper return on the
capital which is invested in the business.
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Management Factor : Productivity of Organization
rests on the management factors. The management
of organization should be scientific, professional,
future-oriented, sincere and competent. Manager
should possess imagination, judgment skills and
willingness to take risks.

They should make optimum use of the available
resources to get maximum output at the lowest cost.
They should use the recent techniques of production.
They should develop better relations with employee
and trade unions. They should encourage the
employees to give suggestion.

They should provide good working environment , and
should motivate employees to increase their output .



Government Factor : Productivity depends on
governmental factors. The management should
have a proper knowledge about the government
rules and regulations. They should also maintain
good relations with government.

Location Factor : Productivity also depends on
location factors such as law and order situation,
infrastructure facilities, nearness to market,

nearness to sources of raw material, skilled work
force, etc.



Improving Productivity




Productivity is define as the efficient
use of resources, labour, capital, land,
materials, energy, information, in the
production of various goods and
services.



How can productivity be improved in the
workplace?

Identify and Align Goals with Performance

Setting meaningful goals for your business
and employees can drive better
performance and higher productivity. It can
also encourage employees to collaborate
and work as a team



Morale of the workforce

Amount of capital per worker

Skills of tabour force Adspting 1o new technologies

Quality of management

Strangth of market demand




How to Achieve task and Goals
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PERSONAL FINANCE LITERACY

Financial literacy is the possession of the set of
skills and knowledge that allows an individual to
make informed and effective decisions with all

of their financialresources.

Personal financial literacy (PFL) gives students
the knowledge and skills needed to make
informed financial decisions, develop sound
financial habits, and manage money effectively.
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saving, process of setting a5|de a portion of
current income for future use, or the flow
of resources accumulatedrin this way over a
given period of time. Saving may take the
form of increases in bank deposits,
purchases of securities, or ificBeased cash
holdings.



What is TAX ??

A tax is a mandatory fee or financial charge
levied by any government on‘an individual
or an organization to collect revenue for
public works providing the best facilities
and infrastructure. The collected fund is
then used to fund different public
expenditure programs.



PRADHAN MANTRI JEEVAN JYOTI BIMA YOJNA

The PMJJBY is available to people in the age group of 18 to 50 years
having a bank account who give their consent to join / enable auto-
debit. Aadhar would be the primary KYC for the bank account. The
life cover of Rs. 2 lakhs shall be for the one year period stretching
from 1st June to 31st May and will be renewable. Risk coverage
under this scheme is for Rs. 2 Lakh in case of death of the insured,
due to any reason. The premium is Rs. 436 per annum which is to be
auto-debited in one installment from the subscriber’s bank account
as per the option given by him on or before 31st May of each annual
coverage period under the scheme. The scheme is being offered by
Life Insurance Corporation and all other life insurers who are willing
to offer the product on similar terms with necessary approvals and
tie up with banks for this purpose.






