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Not Your Job, Not Your Problem … Right?


Has your boss recently asked you to take on additional work, even though the assignment falls outside your formal job description?  Are the new responsibilities causing you stress and worry?  Before you get mad, melt down or shout, “It’s not my job!” consider the following advice:

· View the new assignment as an opportunity.  It’s common practice to be asked to work on tasks not listed in your job description.  Instead of frowning upon the extra work, realize that the project is an opportunity to boost your skill set and increase your value to the organization.  A boss who asks you to do more holds you in high regard.
· Sit down with your boss.  A manager who is experiencing tight deadlines or working on a special project may turn to you to help pick up the slack.  To maximize the assistance you’re able to offer, sit down with your boss and see if you can reorganize your tasks to better accommodate his or her needs — and not take on too much in the process.
· Know when enough is enough.  If you find that your work is suffering due to the extra assignment, discuss with your supervisor what can be done to meet everyone’s priorities.  He or she may not realize that you have reached your limit.

Helping a supervisor in need elevates not only your skill set but also your standing on the job.  Just make sure that when you say yes to additional work, you are being realistic about your ability to get it all done. 

OfficeTeam is the world’s leading staffing service specializing in the placement of highly skilled administrative and office support professionals.  The company has more than 300 locations worldwide, and offers online job search services at www.officeteam.com.  For more information, contact <<CONTACT NAME>> at <<PHONE NUMBER>>.
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