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Your work module or system is open.
Pings are coming from instant
The messaging. Your unread email count
is rising. Your Internet browser has 8
tabs open on chrome and five on
Edge. There are 5 documents open

misconception

L. on your desktop (2 excel sheets and
of efficiency " P =iy

2word files and 1 power point), Your

and calendar alerts are popping up and

you stop to send a quick WhatsApp

- 2 message to a customer. Sound
multi-tasking ™M°%9° s
familiar? In this distraction-filled

age, multitasking seems like a handy

superpower, But it isn't real.

“The concept of multitasking
is a myth"

The misconception of
efficiency and multi-tasking

Multitasking:

1-Definition

2-Types

3-Research and studies
4-Solution/Recommendation
5-Small advice

Some define multitasking as the performance
of multiple tasks at one time, others define
multitasking as task switching.

What are the types
of multitasking?

Type 1: Tasks that are simple and routine (like
listening to music while walking, or folding
laundry while watching Netflix}.

Here, it is not that impactful or hurtful

However,

Type 2: Tasks that are more complex or where
stakes are higher (Board meeting, or discussing
million plus dollar deals) Here, trying to multitask
can negatively impact your lives, or even be
dangerous.

Why multitasking could not
be as good as we might think?

1.Multitaskers Lose Focus More Easily. It's hard
to focus on two things at once! This is the reason
why many states prohibit texting while driving.
Even though replying to emails in the middle of
a phone call isn't as dangerous, it's equally
distracting.

As a result, multitaskers risk forgetting or
omitting important information, and distraction
is hardly productive.

2.Multitasking Slows You Down. Switching back
and forth between tasks actually makes those

same tasks take even longer




3.Muititasking Isn't Always Polite. Multitasking in
the privacy of your office is one thing, but texting
or answering emails during staff meetings or while
talking to others is rude. Unless you have
permission to do other work, it's more polite to
focus on the task at hand — even if the meeting or

conversation is not that exciting.

4.Multitasking Leads to Mistakes. Multitasking
makes brain wander and leads to lack of attention

and hence, causes more frequent errors.

5.Multitasking is Bad for Your Brain. Stanford
University researcher Clifford Nass found that
over time, frequent multitasking actually changes
the way the brain functions, leading to decreased
productivity even when focused.

6.Multitasking Interrupts the Flow of Work.
Many successful people — including writers,
artists, musicians, and more — report their most
creative and productive work takes place in a
“flow™ that allows them to focus completely on
the task at hand. Naturally, multitasking is
antitheticalto this flow, and serial multitaskers
risk being less productive and creative as a result.

Studies reveal that
multitasking affects
mental health

1-One study found that just 2.5% of people are able to
multitask effectively. For the rest of us, our attempts
to do multiple activities at once aren't actually that.
(James Watson of the University of Utah)

2-Multitasking leads to as much as a 40% drop in
productivity. (Bergman, P. (2010, May 20). How (and
why) to stop multitasking. Harvard Business Review).

3-Multitasking causes a 10% drop in 1Q. (Bergman, P.
2010, May 20. How (and why) to stop multitasking.
Harvard Business Review.)}

4-Another study stated, as we defined multitasking
as task switching, you may be surprised to learn that
toggling back and forth between tasks—even just
taking thirty seconds to send a text-slows down and
can even derail your mental ability for up to a full
half hour afterwards!

So, we don’t just lose time and productivity from
task switching; we also become more forgetful, and,
yep, more stressed out. Task switching can challenge
our emotional wellbeing and mental health, as well
as our physical safety and the safety of others—our
colleagues, teammates, patients, or passengers.



5-In a study on Microsoft employees, workers took,
on average, 15 minutes to get back to intense
mental tasks, like writing reports or computer code,
after responding to e-mail or instant messages.
{New York Times)

B-It actually takes more time to get things done
when you try to multitask. People who are
interrupted - and therefore have to switch their
attention back and forth - take 50% longer to
accomplish a task, (John Medina, Brain Rules)

/-Multitaskers make up to 50% more errors,
{lohn Medina, Brain Rules)

*Something funny,

almost 90%

of US muititask during
virtual meetings. We're
often checking our emails
or WhatsApp!!"

Recovering from
multitasking and
resetting the brain

Before starting with the recommendation,

| would like to mention that: Yes, | used to be
a multitasker and if there is a scale for
multitasking, | would be ranked on the top,
but it was hurting me. Now, | am in the
process of changing to not be a multitasker
by taking the following steps:

T-ldentify the list of priorities and start with the
one on top.

2-Batch the tasks: Have specific times of day when
you read and answer emails. Train your contacts not
to expect instant answers to email. Let them know
you check email at 9 am and 2 pm, for example.
Apply closed door/open calendar policy to minimize
interruption in your office, and learn not to answer
the phone every time it rings, unless it is your main
job!!

3-Delegate, Delegate. Delegate: The more you
delegate in the right way to the right persons,
the less tasks you will have in hand, and the less
multitasking dilemma you will have,

Small Advice: If you have to multitask and you have no other option.

Then please let it be 2 tasks only and not more than that &.
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