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5 So, here are the tips for working within your defined responsibility:

« Identify your responsibilities. Make sure you're fully aware of your role and duties. You can talk to your manager or co-workers to better
understand the extent of your duties. Focus on completing your tasks to the best of your ability.

» Perform your tasks. Complete your current tasks promptly before taking up additional ones or helping others. It's always a good idea to set
deadlines so you are more likely to hold yourself accountable by encouraging yourself to achieve each goal on time.

» Evaluate your progress. It's essential to evaluate the progress of your goals regularly. Make sure you set practical and achievable deadlines to

HOimseiE ﬂﬁi

prevent unnecessary stress.

6 Story time's up. Here are some takeaways you may find useful if you attempt to take more initiative at work.

* Change your mindset. \WWhen you feel overwhelmed, stretched, or way out of your comfort zone, shift your internal dialogue from "Why is work so
hard?" to "It's okay for work to be hard." Embrace the challenge as it means that your capabilities are being built.

» Start small. You don't need to formulate an entire plan to improve the organization; just bring up something simple. Finding a better supplier for
the same materials might make a huge difference, or you may speak up more during meetings and ask questions whenever you need to.

*» Always be prepared. Opportunities can introduce themselves at any given point. To catch them at the right moment, you need to be aware of
everything happening at your organization and keep organized at all times.
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He didn't even apply for the job; it just fell into his lap. fthE
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Introduction Explanation

Directions: Choose the right answer to each question based on what you have learned.

What if one fails to work within defined responsibilities? You may

get some clues from the story of Rebecca

4 Rebecca was a workplace newbie. She was hired as a library A
staff member at a city branch. During the first week, in order to
showcase her competence and diligence, although given a
detailed introduction of the duties she was assigned, Rebecca left
aside those responsibilities and instead kept seeking other jobs
she could do. For example, she came up with a new way to
arrange DVDs. She made a recommended list of children's books
for the library to purchase. At the end of this week, Rebecca was
called into the boss's office. She thought with certainty she would
be praised by her boss because of her hard work. Yet, contrary to
her expectations, her boss expressed disappointment with her job

responsibilities?

performance

B Keeping good relationships with colleagues

5 So, here are the tips for working within your defined
responsibility

Vocabulary

1. Which of the following is NOT a job role?

Marketing manager.

B Software engineer.

C Analyzing financial information

2. What is NOT the benefit of defining your roles and

A Better understanding job requirements

C Taking on too many roles
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Directions: Choose the right answer to

h question based on what you have learned

Taking initiative

Which of the following is TRUE about taking

tly what you are

resourcefu

to obey rather than

Taking initiative at work demonstrate your

value to your boss and ¢

ng how to take more init

ong waiting

t should she do

r manager to deal with the comp
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Introduction Explanation

Task 1 Task 2
Directions: Decide whether the following statements are true or false

2 Passing the buck at work can have very negative consequences
for the organization. It can create a blame culture where people
are afraid to admit their mistakes, take risks, or learn from
feedback. Also, it can damage trust, lower work efficiency, and
eventually hinder the growth and development of both the
employees and the leaders. So, we have seen many leaders
advocating not passing the buck. However, it isn't just leaders who
should take responsibility for their decisions. Each of us must take
ownership of our work as well. A simple truth, right? However,
Jennifer has learned it the hard way.

3 It was on August 2, 1990. Jennifer was standing in her lounge
room in Perth, Australia when the radio announced the Gulf War.

At the moment of the announcement, the bombs started dropping
and the Suez Canal was closed. You may go, "So what? She lived
in Perth.” But it was a big so-what for Jennifer. She was an

“M

Vocabulary

1. Jennifer was wrong because she didn't admit her mistake

and tried to make excuses instead

*ﬂ%%%
l)'lui W—gﬁ

; introgucuon Expianation

Directions: Decide whether the following statements are true or false

Spreading positive vibes

1 As an employee, you need to be accountable for your own

duties. Some people can do very well when they are alone

however, they contribute little to a team. Being a team member will
add an extra dimension to one's responsibilities. Once you

become part of a team, you should work collaboratively with your

A True. colleagues as a functioning unit toward common goals and
objectives. With that being said, it is quite difficult to practice it in
B False reality. Teams made up of employees who have very different
personalities and business philosophies can give off unpleasant
work vibes. It could be a naysayer who criticizes or turns down
2. Instead of blaming others for your failures, you should learn every idea, a savage who uses offensive language and lacks

from your own mistakes

A True.

B False

respect for others, or a dominator who seeks control over every

aspect of group activities

ail once lived the nightmare. She led a team of exceptional
who worked well together to accomplish their goals

ver, one person, Jim, dragged the whole team down. Jim

was the kind of person who interpreted the shared responsibility of

vocabutary ands .

1. It is irresponsible of an employee to focus on what's best for
the individual only, regardless of what's best for the team

A  True

B False

2. You should be nice to co-workers only when they are nice to

you
A True
B False

3. You should refuse to offer help to team members as you
respect the boundaries of your position

A Tria
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