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Customer Service Notes for

The Connection between Multi-Tasking and Stress  
As we enter the holiday season, our stress levels often increase.  This is usually due to the amount of multi-tasking in December.  We must try to not let this increased stress impact the customer service toward our participants.  
As busy as most WIC offices are, we know that multi-tasking is often the norm.  Yet some employees “over multi-task,” trying to accomplish too many things at one time, often resulting in things falling through the cracks.  While we understand the need to multi-task, WIC staff must be careful not to overdo it.  
Multi-tasking while meeting with a participant may even annoy a participant who will feel you are not giving her your undivided attention.  For example, we have observed WIC staff who, while meeting with a participant, are working on e-mails unrelated to that participant.

WIC staff members who can multi-task well are less likely to become stressed.  Here are some multi-tasking tips to consider:

· Keep a To Do List

· Prioritize Your Tasks

· Pay Attention to Detail so you are not Re-doing Work

· Help Chatty Co-Workers and Participants Get to the Point by Nicely Saying “How Can I Help You Today?” 

· Take Notes

· Don’t Become Addicted to e-mail or your Blackberry or iPhone    
Also, try to take at least a short lunch break where you are not eating at your desk while you continue working.  Studies have shown that those employees who take even a short lunch break are less stressed.  If the weather permits, a short walk outside can do wonders to clear one’s mind and help us re-focus.

Just as WIC staff often counsel participants to change their nutritional habits, WIC staff may need to change their own multi-tasking work habits in order to reduce stress levels.  After all, you can’t provide stellar customer service to your participants if you are stressed!      
	Questions for Reflection:
1. When you feel stressed in your WIC office, could it be due to trying to do too much at once?

2. Do you keep a daily To Do List and prioritize your tasks? 
3. Are you aware when you are over multi-tasking and things are falling through the cracks?  
4. What techniques work for you when you are stressed at work? 
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