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Three key office systems you
need to manage your business

These days we are so overloaded with information
that it's easy to lose sight of the basics of running a
business, and you very quickly become overwhelmed
and suffer from information overload! Just take a look
at some of the ebooks, products, ecourses etc. you have
stored on your PC - I bet they all relate to marketing
your business, getting more clients, increasing your
income etc. but I bet NONE of them tell you how to man-
age your business!

Building a successful long-term profitable business
isn't about "marketing" your business, it's about "man-
aging" your business - the marketing comes once you
have your management systems in place.

You cannot begin to market your business if you can't
find the information you need, don't know who you are
marketing to, and don't know where you are in your

Wijeya Newspapers Limited, the publishers of Sunday & Daily Lankadeepa, Sunday Times
and Daily Mirror along with many other market leader publications in it’s product portfolio,
is looking for young/dynamic male individuals to join it’s customer care team.

The ideal candidate should be,

e Males aged between 18-23 Years.

e English literate with a strong educational background
e Able to work as a team player

An attractive remuneration package that includes a performance bonus awaits successful
candidates.

Please forward a complete resume with the names and contact details of two non-related referees to,
The Manager - Administration

Advertising Department,
Wijeya Newspapers Ltd.,
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Flnally, a chance to work in ICT at a place that knows ICT.
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business.

So, let's go back to basics and take a look at the 3 key
office systems you need to "manage" your business
before you can start to "market" your business.

Filing Management System

Creating and maintaining a
filing system is the very founda-
tion that your business is built
on, so this is the very first sys-
tem you need to put in place - an
efficient and effective filing sys-
tem.

With a proper filing system in
place you will very quickly and
easily be able to find the infor-
mation you need, when you
need it.

Contact Management System

i
i )

correctly your contact management system allows you
to:

m Keep a note of clients, potential clients, and col-
leagues contact information.

m Easily and effectively follow-up with a prospect.

B Locate critical client contact information quickly
and easily.

® Build your business.

Financial Management System

The is the final key office management system you
need to put in place for managing your business. Once
you know where you are in your business financially,
you will be able to much more effectively market your
business.

Having up-to-date, critical, financial information
available at your fingertips allows you to efficiently
manage cashflow and be able to know straightaway if
you can take advantage of opportunities that come
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Asia Pacific Institute of Information Technology (APIIT) Sri Lanka is an ISO 9001:2008 certified leading higher education institute
established in partnership with APIIT - Malaysia and Staffordshire University, UK. APIIT - Sri Lanka offers internal British degree
programmes in Computing/IT, Business Management and Law. For over a decade, APIIT Sri Lanka has been successful in
promoting quality and diversity in higher education through global partnerships.

To steer our expanding operation we seek a highly qualified, self-motivated and career-oriented person for the following position:

(ICT MANAGER )

The ICT Manager will lead a team of dedicated and innovative ICT professionals to enhance the ICT capacity of the Institution to
enable it to provide effective education services. This includes maintenance and further development of a modern ICT
infrastructure and systems and implementation of innovative, robust and cost-effective ICT strategies and services.

ROLE PROFILE

* Review and update the ICT policy to keep abreast of latest technological advances

e [ntroduce new ICT systems and enhance the existing ones

e | ead and drive a culture of innovation and creativity in seeking ICT solutions to organisational challenges

e Ensure implementation and monitoring of the ICT Strategy to enhance the delivery of education services while clearly
demonstrating ability to meet deadlines

e Customize ICT systems into an interactive infrastructure which enables faster access to data and information and the sharing
of ICT resources by users

e Assure functionality of operating systems, network and applications software for effective communication and put in place
measures which ensure security, privacy and integrity of ICT systems

e Ensure Disaster and Recovery management

PERSON PROFILE

¢ A Degree in Computer Science, Information Technology or equivalent from a recognized institution and qualifications in
CISCO/Microsoft

e A Postgraduate Degree in ICT is an added advantage

e At least five years of relevant experience including 2-3 years in a managerial capacity

e Experience in managing LAN, WAN, VPN environments, operating systems (Microsoft / Linux), mail servers (Microsoft /
open source), Database applications (Oracle, SQL Server) and Web applications.

Successful candidate can look forward to an attractive remuneration - 'v‘
package commensurate with qualifications and experience. '\/ =

STAFFORDSHIRE  , = )
UNIVERSITY Bl msmcismanses

T R
APIIT City Campus, No. 388, Union Place, Colombo2, Sri Lanka.
Tel: +94 11 2675060 Fax: +94 112687249 Email: careers@apiit.lk Web: www.apiit.edu.lk

Please send a detailed CV with a recent colour photograph indicating the contact
details of two non-related referees to the Manager - Human Resources.
Applications must reach APIIT on or before 26th January 2011.

APIIT Business School . APIIT Law School Promoting quality in higher education through global partnership

APIIT School of Computing .

After you've got your filing
system all straightened out, you
then need to set about organiz-
ing your contacts. This is anoth-

your way.

So remember, go back to basics and first "manage"
your business before you "market" your business.

Fluency: Leading in
the Midst of Change

Some of you may remember the 1985 hit song,
"We are the World," produced by Quincy Jones and
an inspiring cast of musicians who sang about
working together, past our differences. Or perhaps
you remember the tremendously successful United
Colors of Benetton ad campaign back in the 1980s,
celebrating young faces of every color, signaling
the look and feel of a world without borders. Media
images like these showed us the world and nation,
as we wanted ourselves to be -- pictures and
soundbites of many races cooperating, communi-
cating, and sharing opportunity and fortune.

If only it were that simple. Almost 25 years later,
we are still struggling to make that vision real -- in
our business practices, in the running of our cities,
and, now, in the context of great cultural, demo-
graphic, and economic changes brought on by glob-
alization.

As 21st century
leaders, you know that
building, guiding, and
sustaining truly
diverse communities
is tremendously diffi-
cult work. Over the
last decade, city popu-
lations and workforces
have changed faster
than at any point in
history -- job reloca-
tion, mobile commerce
and ease of travel
have changed our
cities' demographics
quickly and often.
Immigrant and new
communities continue
to influence and
change the culture of
our cities. Young fami-
lies and children sup-
plant the aging baby
boomer generation,
again, changing the

counted and equally receiving of the opportunities
offered by a community? And how do we have diffi-
cult conversations that turn our best intentions into
action and accountability, not only from our lead-
ers, but from ourselves?

The answers to these questions are certainly
many and varied, depending on a community's spe-
cific composition and the issues it faces.
Nevertheless, one of the most important skills of a
leader through changing times will be a skill set of
cultural fluency. This is not necessarily language
fluency, as that term is usually used. Fluency is the
skill set of understanding and being understood
past apparent borders. To know one's constituents
and address their needs effectively, 21st century
leaders must practice and hone their fluency skills.

Over the past few years, I've talked to many flu-
ent leaders: opinion shapers, thought leaders in
business and commu-
| nities, artists, teach-
ers, media creatives,
all who understand
J that their ultimate suc-
cess depends on how
deeply and quickly
they can identify com-
mon ground and tran-
scend boundaries
between their con-
stituents. Fluent lead-
ers are servant leaders
who willingly assume
the place of liaison,
the diplomatic nego-
tiator, the arbiter of
compromise.

What are some of
the qualities of a fluent
leader? They under-
stand the value of
nuance. They readily
deal with complexity,
knowing that solutions
to real problems

character and priori-
ties of a community.

At the same time as we become a more diverse,
more prosperous nation, our cities have also
become more segregated. In fact, studies from
SUNY Albany, UCLA, and the Harvard Graduate
School of Education have reported that segregation
of our children has worsened over the last decade,
even as we live in more integrated areas. As new-
comer groups grow in critical mass, so does the
tendency to organize along racial, ethnic, or other
group-affiliated lines. Changing demographics and
the growth of ethnic enclaves have made race
awareness and identity politics an effective means
of voicing the needs of some of our cities' other-
wise marginalized groups.

Amid all of this, civic and corporate leaders are
confronted with difficult choices every day. Worthy
projects from different community sectors must
compete for limited resources. Appointments and
commissions must be assigned in ways that satisfy
all the interests represented in our constituency
groups, assuring each of them adequate represen-
tation. From time to time, leaders also face crisis-
fueled change, forcing them to guide their commu-
nities quickly through controversies.

Does this sound stressful? Indeed, scenes of a
diverse community can be those of chaos, fief-
doms, even balkanizing, as some futurists and
scholars predict. Alternatively, some see these
times as momentous, opening the door to the
grandest and most inspiring of challenges.

How does one lead a community, whether local
or global team, in the midst of huge demographic
and economic shifts? How do leaders create com-
munities where all constituents feel included,

require many levels of
information and analysis. Every one of the fluent
leaders I've interviewed is also insatiably curious.
They are lifelong learners who have honed their
vision and their life's purpose through constant
exposure to different experiences.

Perhaps most importantly, these leaders also
understand that the practice of fluency is not a
Pollyanna-esque, naive vision of the world, where a
handshake, a kind word, or a dabble into a diversity
program will suffice. It is quite the opposite.
Fluency work is hard "detail" work that requires
courage. To be a fluent leader means having some
enemies, crossing boundaries, and entering into the
necessary struggles to challenge leaders and sys-
tems that benefit from closemindedness, fear, and
simple formulae.

As we work toward uniting our communities, we
have shown that we want to trade together, learn
about one another, work side by side, make money
together, and even build our families -- across cul-
tures and across our differences. Yet without know-
ing how to bridge what are often daunting chasms
across race, religion, class, and culture, creating
workable diverse alliances can often be impossible.
Basic misunderstandings can thwart our earnest
attempts at generating commerce and a vibrant
exchange of ideas. Communications break down.
Relationships fail. In our quickly changing commu-
nities, the art of fluency becomes a crucial leader-
ship approach for anyone wishing to become an
aware global citizen and an effective global leader.
And it is the only way forward if we are truly com-
mitted to creating a world, and a nation, where all
can flourish to their fullest potential.
-hrmguide.com
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