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Section 1: The Business Needs

e Why a business needs documented procedures.
e Accurate record keeping.

e The benefits of change.

e Writing policies and procedures.

¢ A policy purpose and content.

e Communicating change.

Section 2: Designing Projects & Procedures

 Journey mapping to determine priorities.
e Preparing a document management system.
e Designing your procedures.

e Helping others to understand your purpose.



Section 3: Documentation, Auditing & Risk Assessments

e Working with 1SO9001.

e Writing out instructions with purpose.

* Palin English standards.

e Using forms, tags, and labels to stay on track.

¢ Flowcharts and assessments.

Section 4: Simplification Techniques

e LEAN methodology.
e 80/20 methods.
e SWOT analysis.

e Document lifecycle management.

Section 5: Planning & Development

e Process mapping.

e Customer journey mapping.
e Budgeting.

e Value-added maps.

e Gantt charts

e Gaining approval and management support.

Section 6: Automation

e System changes.

e Finding the right systems to improve your processes.
e Cost-benefit analysis.

e Development opportunities.

e Review your competitors.

Section 7: Review & Restructure

e Reviewing procedures.

e Gathering data.

e Surveys and feedback.

e Determining the benefit of your simplification method.
e Continuous improvement matrix.

* Next steps for your business.
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What Does Job Simplification Mean? Streamlining Work For Greater Efficiency

Learn how job simplification can enhance productivity and efficiency in the workplace.
Discover the advantages, essential techniques, and the role of leaders in implementing this
.approach. Explore factors affecting job easiness in 2024

YouTube Video

https://www.youtube.com/embed/q8xxtezeZII?si=1gnRATrDCvDakTym
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