
There are very few jobs that don’t require multitasking skills of some sort or another.
Employees rarely have the luxury of focusing on one task at a time in today's work world.
Most jobs require employees to balance competing demands for their time and energy,
and employers expect you to be able to handle multiple priorities. Even if you don't think
you do much of it, you are most likely multitasking much of the time. When you’re job
searching, employers will want to know that you have the ability to multitask
successfully. So, it’s important to be ready to share examples, during your job interviews,
of how you have handled multiple tasks or projects in the past.
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1.WHAT IS MULTI-TASKING?
Multitasking entails juggling different work activities and shifting attention from one task to
another. Ideally, an employee will be able to meet the demands of several different
stakeholders without dropping the ball. Modern technology complicates the situation for
many workers since they are expected to handle simultaneous demands through email, text
messages, phone calls, and in-person contact with constituents. It's become the norm to
check your phone and your email while working on other tasks. Jobs that require intense
concentration on complex tasks and also entail frequent interaction with others can be
particularly challenging. It can be hard to focus when you're trying to do too many things at
once, and it's important to be able to manage your workload.

Employees who multitask effectively must be able to rotate their concentration smoothly and
entirely from one activity to another. In order to multitask successfully, workers must be able
to prioritize tasks and address the most critical and pressing demands first. It's also important
to know when multitasking is a bad idea. There are certain jobs and tasks where you need to
work on one thing at a time. Be cognizant of that when you're interviewing and be sure to
tailor your response to questions to the job you're being considered for.

2.HOW (AND HOW NOT) TO
SUCCESSFULLY MULTI-TASK

W W W . L O M B A R D A S S O C I A T E S . C O . Z A

3.EXAMPLES OF MULTITASKING IN
VARIOUS PROFESSIONS

Answering the phone while greeting visitors in a busy reception area
Carrying out work on three different graphic design projects at varying stages of
completion
Managing several social media accounts while working on email marketing tasks

The following are examples and situations in which one would be expected to multitask
based on their career path. Industries in this list range from hospitality and medicine to design
and finance. See if you can recognize any familiar situations that apply to you. If you can,
remember to bring up any applicable experience when explaining your multitasking
capabilities to a future employer.

- Important Multitasking Skills Employers Value: https://www.thebalancecareers.com/multitasking-skills-with-examples-
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