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As human beings, our perception of time has grown out of a natural series of rhythms that are linked to daily, monthly, and yearly cycles. No matter how much we live by our wristwatches, our bodies and our lives will always be somewhat influenced by an internal clock. What is of even greater interest, however, are our perceptions of our usage of time.

Rhythm and tempo are ways we relate to time, and both are discerning features of a culture. In some cultures, folks move very slowly; in others, they move quickly as the norm. Mixing the two types may cause uneasiness. People may have trouble relating to each other because they are not in synchrony. To be synchronized with another person is to move in step with the person.

In general, Americans move at a fast tempo, although there are regional exceptions. In business meetings, people tend to be impatient and want to resolve issues quickly. They have been taught that it is best to come to the point quickly and avoid vagueness. Because American business works in a short time frame, prompt results are often of more interest than building lasting relationships. 

Time is the basic organizing system for events. Lead time varies quite a bit from one culture to the next. When you conduct business with people of other cultures, you must know just how much advance time is required for each event. For instance, many corporate executives schedule their time months in advance. They may consider requests at the last minute as poor planning.
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As more companies establish their businesses globally, they are faced with relocating businesspeople and their dependents to locations all over the world. The transition to a new location can be smooth if the move is coordinated well. Careful planning and consultation by the relocation manager with the employee being relocated and the mover may save the company money, and the employee and dependents may be spared unsettling situations and aggravation. Among the questions to be discussed and resolved by the coordinator and the employee are which personal possessions should be shipped, which goods should be stored, and which relocation company should be responsible for scheduling the move.

The relocation manager within the company usually is acquainted with firms that specialize in offering excellent services for moving employees and their possessions to the new location. The manager will discuss the specific details of the move with both the employee and the moving company. The employee should feel free to ask pertinent questions that relate to organizing for the move.

Once the date of the move has been set, the employee should inventory which items will be packed and shipped by the moving company and which items should not be packed. When the moving company arrives, only the items that are to be shipped should be in the house. While most firms will pay the bulk of relocating expenses, employees should keep careful records to justify any additional moving expenses.
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Many employers provide an opportunity for the workers to enhance their education in various ways. Some workers are able to attend courses held during and after work hours in their place of employment. These courses often provide excellent information about the new systems and procedures relative for specific projects. Employees who complete the courses often receive promotions on the job. Often these courses are geared to the specific needs of the company, and attendees find the courses to be worth their time.

Many firms are providing their workers with the time and resources for attending workshops or conferences that are conducted by known experts in specific fields. These programs will often cover relative topics that may be very beneficial for addressing common problems and improving management and employee relations. These programs are held at locations away from the office so that employees can concentrate on the program.

Some companies will reimburse their employees for some or all tuition expenses if the employees are enrolled in approved college programs. Employees may enroll in programs to obtain degrees that will help them find more rewarding jobs in their firms. If changes in technology have affected the competitive edge of the firm, most companies recognize that the investment in improving knowledge and skills of their employees is well worth the time and money invested in training, although an employee may move on to another job after acquiring the new skills.
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Many people will think about changing careers several times during the years in which they are actively part of the workforce. Many employers are realizing that searching for qualified workers is a task that is never finished. As the business world expands and changes, employers as well as potential workers are changing the way they search for employees or new job opportunities.

Businesses do not have to limit their search for new workers by placing advertisements in classified sections of newspapers. Furthermore, workers who want to find a new career do not have to pound the pavement to look for a more challenging job. The World Wide Web is transforming the way people work and the way they look for work.

Some career experts predict that up to nine out of ten jobs will be filled by persons who will post their resumes online. As many as three out of four companies presently advertise job openings online as they search for new talent to fill exciting new positions in their companies.

An online job search can provide quick and easy access to a vast number of potential employers and workers. Using this process to find an acceptable match can also be quite overwhelming. The major job boards have search engines that look for all the categories of posted jobs, searching for matches by job type, salary, location, and key words in the descriptions. Persons who use the job boards should visit sites selectively and use their best judgment to find the best possible match.
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Ergonomics is no longer just a label used in selling office furniture. In the last decade, it has become quite an issue to be addressed by labor and management and the government in coping with a changing work environment.

Ergonomics is the study of the link between employees, their jobs, and their workplaces. Its application to the workplace is to make the tools, tasks, and workstations more user friendly for workers. Its goal is to minimize injuries to workers while increasing their productivity.

Businesses often pay out billions of dollars each year to compensate for lost earnings and medical expenses that are incurred because of workplace injuries. The current focus on ergonomics is based on a select group of worker injuries, illnesses, and complaints that are coupled with poorly designed work settings. The hazards in an unhealthy workplace include faulty air circulation, poor lighting, and improperly designed workstations. The effect of these problems has been linked to complaints of nausea, lethargy, headaches, backaches, eyestrain, and stress.

Recently experts have been studying specific problems associated with the workplace. The study analyzes injuries to body tissue that progress over time because of regular, repetitive motions. The most familiar types of disorders of this kind are tendonitis, carpal tunnel syndrome, neck pain, lower back pain, and bursitis. These conditions have increased to the point that they are considered a major health issue for office workers.
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Unethical behavior often occurs when an organization perceives its survival to be jeopardized. Executives in financial trouble may engage in wrongdoing because they can see no other way to keep the firm afloat. Managers who have to compete for promotions may visualize threats that are unseen by others. If pressure to meet performance goals is imposed without establishing clear standards, managers may commit unethical acts as a means to secure a promotion or to avoid being terminated.

Making the right decision is easier when the facts are clear and the choices are black and white. However, often the situation is clouded by vagueness, incomplete data, and conflicting points of view. In these situations, making a right choice can be more difficult. The ability to make an ethical decision depends not only on the process involved but also on the inherent nature of the decision maker.

To make good decisions, a person must have the ability to recognize ethical issues as well as the consequences of alternative actions. The person making the decisions must have the confidence to evaluate different points of view, determine whether all the facts are known, deal with issues that need to be resolved, and anticipate the results when solutions may not be so obvious.

Most experts feel that management is responsible for creating and sustaining conditions that encourage employees to behave ethically. Likewise, employees should be held accountable for appropriate behavior.
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Businesses that are looking for options for training their employees may wish to consider offering credit for courses taken online. As the growth in distance education continues, just about anyone who has access to a computer can take advantage of courses offered for degrees in higher education, advanced training, and job retraining.

Many colleges and universities offer online courses as part of their regular curriculum. These institutions can make additional classes available to more students when classes on campus have reached their maximum enrollments or when additional classroom space is not available.

Enrolling in distance education courses is a workable alternative for many students. They do not have to travel to the college campus, and they can attend classes without having to quit their jobs. If they wish, they can interact not only with the instructor but also with other members of in the class.

Just as with any course, students take responsibility for their own learning. They must be organized and plan an adequate amount of time to study and complete work on class projects. They must be certain to turn in their assignments on time and in the manner specified by the instructor. Much of the class communication will be written, so students who take online courses must have good written communication skills. People who are disciplined to use their time wisely without constant supervision by their superiors may enjoy the challenge of distance education courses.
