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10  Tips To Be More Productive  At Work 

 
 

make a habit of getting organized 

spend a few minutes every day to "create order from chaos" 

even 5 minutes will make a difference 

15 minutes could transform your life 

 

make some room on your desk 

remove all supplies and gadgets that you don't use every day 

toss out ancient history on your bulletin board 

clean out old Post-its on your computer 

uncover your horizontal surfaces 

clear off credenzas, tables, the tops of bookshelves 

 

from your letter opener to your computer, get the right equipment 

don’t tolerate products and tools that aren’t perfect, however you define it 

your briefcase or bag is like a portable office 

make sure you love yours and that it works for you 

have a written agenda, with timeframes for each item 

be vigilant about starting and ending on time 

keep information for different meetings in separate folders 

write the date of the meeting and any deadlines on your notes 

keep track of any actions you promised to take in your calendar 

 

 

GET GREAT GEAR 
 

 

CHANGE YOUR WAYS  

 

CLEAR CLUTTER  

 

MAKE THE MOST OF MEETINGS  
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when you really need to get something done, make yourself unavailable 

no phone calls, no e-mail, no visitors 

it’s okay to not answer a ringing phone -- even a cell phone -- really 

create a filing system that works for you 

use hanging folders with plastic tabs (e.g., Pendaflex) for papers 

create a system for electronic documents that mirrors your paper filing 

check and respond to e-mail at designated times 

avoid checking email continuously throughout the day 

mute the incoming mail chime so you can ignore each new message 

start a list of the information and materials you must bring with you 

begin compiling your list as soon as you plan a trip 

keep a master list of personal and business items you always need 

make an extra copy of your itinerary with contact numbers 

give a copy to someone who is not traveling with you 

keep critical and frequently-used items and information within arms' reach 

use a vertical step rack or a file box for “hot” files 

move furniture and equipment so you can easily access things you need 

use only one calendar (or electronic device) to track your appointments 

otherwise it's too easy to overlook something or to double-book your time 

look at your calendar every day so nothing falls in the cracks 

 
MANAGE YOUR TIME  

 

MINIMIZE INTERRUPTIONS  

 

ORGANIZE YOUR INFORMATION  

 

PREVAIL OVER EMAIL  

 

TRAVEL TROUBLE FREE  

 

USE YOUR SPACE EFFECTIVELY  



Jason Blount 

Lori Nickens  

Lorna Little  

Mary Jones 

Patrick Willis  

Vincent Liser  

WELCOME NEW HIRES!!! 

5 YEAR SERVICE AWARDS - THANK YOU FOR YOUR DEDICATION!!! 

 

Congratulations to all our employees who had perfect attendance during the month of April !! Each 

person who has perfect attendance will receive a coupon redeemable for gifts at the company store 

(www.lhenderson.com/prizes.htm) and are eligible for a drawing for one of the three cash awards.  

 

Below are winners of the $100 cash awards. 
Antoinette G. Queen 

Sandra Darnell 

Shanena M. Jackson 

Margarita Luckett  

Maricela Noble  

Mary Terry  

Stephanie Oliver  

Tamika Porter  

  PERFECT ATTENDANCE WINNERS!!! 

òWanting to win is 

common to all;  

working to win is the 

real mark of a 

champion.ó 
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We are honored to have you as a  

member of our team! 



WE WANT TO HEAR FROM 

YOU!! 
 

 

 

 

Do you have an announcement youôd like 

to share with the company or a question 

you would like to ask to be included in a 

future newsletterðplease share with us. 

Email questions, comments and stories to 

hr@lhenderson.com  

EMPLOYEE HOTLINE 
The Employee Hotline is available 24/7.  Make a sug-

gestion, grievance, comment - anonymously.  All 

matters received on the hotline will be handled in the 

strictest of confidence.  You may access the employee 

hotline in one of two ways, either via email at        

employeehotline@lhenderson.com; Or via our web 

site at www.lionelhenderson.com, click on Contact 

Us and then the Employeehotline link. 

TIMESHEET REMINDER 
Please remember to complete your  

timesheet daily. 

LH ANNOUCEMENTS 

Antoinette Queen 

Jessica Panzis 

Lawanda Green 

Mark Brunell 

Nares Thomas 

Patricia Wright 

Sheila Sykes-Davis 

Tammy McKenney 
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Kids With Special Needs and the Role of Early 

Childhood Educators 
 

Kids with special needs are the delight of many early childhood educa-

tors. These kids' unique characters, traits, and physical needs push staff 

to creatively adapt themselves, environments, and indeed entire commu-

nities in order to best facilitate healthy development. 

Whole fields of work have emerged over the years, focusing attention on 

a multitude of aspects that contribute to the positive growth of kids with 

special needs. It wasn't so long ago that kids with special needs were 

shunted off behind closed doors to be cared for in a kind of maintenance 

sort of way. Now there are movements afoot, such as integration, which 

seek to include kids in mainstream settings for socialization. Other movements concentrate on environmental 

factors, such as reducing barriers, or providing adaptive play equipment, or working in the political arena to 

bring about change in social policy to facilitate better service. 

Early childhood educators rise to the challenge posed by kids with special needs. Each child is like a unique 

jigsaw puzzle requiring an individualized approach to unlock the door to the most fruitful advancement. The 

educators' reward for their labor is measured in smiles, a few words spoken, eye contact, a newly achieved self

-care skill, and sometimes just a hug. 

However, the single most important aspect of early childhood educators' role is pretty much never spoken. It is 

interwoven and critical to every aspect of their work, yet there remains no reference to it anywhere. 

What's so special about working with kids with special needs and the work of the early childhood educator? 

These children are unable to protect their own dignity, and thus the most important aspect of an early child-

hood educator's role is as the guardian of these kids' dignity. 

It is not just that these kids cannot protect and fend for themselves, for if this were all that mattered, solutions 

are easy. There is a more human and pressing concern for these kids. Children with special needs must rely on 

the early childhood educator as guardians of their dignity. 

It is not for the sake of independence that early childhood educators embark on multifaceted lesson plans. In-

creased independence and autonomy are often quite achievable. Early childhood educators do what they do 

with kids with special needs because of a more profound mission. They seek to develop the children's sense of 

dignity, worth, and value, and if not in their eyes, then in the eyes of their community. 

When early childhood educators teach life skills, when they improve behavior, and when they develop sociali-

zation abilities, it is in the pursuit of this dignity. At heart, this is why early childhood educators do what they 

do. 

Early childhood educators recognize the inherent worth and value of all human beings and seek to protect 

those who cannot protect themselves. Early childhood educators are protecting the dignity of kids with special 

needs, and at heart, this is what parents entrust them to do. 

Gary Direnfeld, RSW (Registered Social Worker), MSW (Master of Social Work), is a social worker in private 

practice. Courts in Ontario, Canada, consider Gary an expert on child development, parent-child relations, 

marital and family therapy, custody and access recommendations, and social work. 

 

Direnfeld, G. (2008). Kids with special needs and the role of early childhood educators. Retrieved December 

1, 2008, from http://www.yoursocialworker.com 

 

Article from EAP  
Employee Assistance Program  

800.247.7724  



What Makes A Dad  

 

God took the strength of a mountain,  

The majesty of a tree,  

The warmth of a summer sun,  

The calm of a quiet sea,  

 

The generous soul of nature,  

The comforting arm of night,  

The wisdom of the ages,  

The power of the eagle's flight,  

 

The joy of a morning in spring,  

The faith of a mustard seed,  

The patience of eternity,  

The depth of a family need,  

 

Then God combined these qualities,  

When there was nothing more to add,  

He knew His masterpiece was complete,  

And so, He called it ... Dad  

 

Author unknown  

Fatherõs Day Poem 

Fatherõs Day -  June 21, 2009 
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