ABILITY TO FOLLOW INSTRUCTIONS AND TAKE DIRECTIONS
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You might be asking yourself “why are they making such a big deal about the ability to follow instructions and take directions”? We’re making a big deal because no matter who you are, where you received your degree or how much experience you have, if you can’t follow clear, simple directions, how can I trust that you will be able to give great attention to the details of your job!

If you’re not the one who’s running the show you have to be prepared to follow instructions, as it is assumed that those at the top of an organization have more experience and knowledge than you. You may question what you’re told to do, but if you fail to do as you’re told you could find yourself being reprimanded or missing out on promotion. In the worst case scenario you may even lose your job, which you probably want to avoid if you can help it. You just make trouble for yourself if you fail to carry out instructions, which could count against you later on in your career. 

Those individuals who are in charge of a company want to know that the people working underneath them will do as they are told, rather than constantly challenging their authority. You therefore need to learn to follow instructions, unless you intend to become your own boss in which case you can conduct your business any way you want to. However, even then you will probably have to follow the instructions and demands from your clients. You will never have the complete freedom to do what you want. If you are unable to follow instructions you won’t fulfil the requirements of your job and, ultimately, your career will suffer as a result.
Following directions is a process that includes reading and/or listening, interpreting, integrating, and taking action. It encompasses everything from heeding a simple directive to sorting through the complicated explanation of a detailed project and making sense of it.

Before starting any task or project, make sure that you have all the information you need to accomplish it. Missing information can cause a breakdown in communication that may lead to incorrect work and loss of business, productivity, and revenue, among other problems.

Listen carefully to oral directions and summarize what you heard, linking the directions to information you already have. Concentrate on written directions, highlighting the main points. Organize the key information from the directions into an outline or a checklist to which you can refer as you work on the task or project. For more complicated tasks, if possible, confer with someone else who has performed the task or with the person who assigned it.

Although you will want to complete your work in a timely manner, do not rush through it. Make sure that you do not skip a step or misread an important direction. Pay attention to every detail, even if it seems insignificant to you. The smallest missing step could cause the biggest headache in the long run. 

If you are given detailed and complicated directions, write them down so that you can refer to them as needed. Keep a copy of directions on file for projects and tasks that are done infrequently—those you only do once or twice a year, such as audits. Writing down directions and keeping them on file will prevent you having to ask for them again, as well as ensure that infrequent tasks are being completed in a consistent manner. In addition, having written directions will help to ensure that you have a clear understanding of the process and goal of your task before you begin, which will in turn make you more efficient in completing your task.

Maintaining accurate written directions for all your tasks also makes you a candidate for training new employees and team members. This show of initiative increases your value to your employer. Interpreting directions can be difficult when the person giving them is unclear, vague, or gives incomplete information. For example, the person giving the directions may feel she is being clear about what is required. However, the person receiving those directions may get something entirely different out of the conversation, causing poor or erroneous performance.

To prevent misunderstandings and mistakes, immediately summarize what you heard and verify the directions and procedures you were given before you begin the task. Once the job is started, consult with someone familiar with how it should be done, if possible, to make sure you are doing it correctly.

If you are not clear about a point(s) after being given directions, ask for clarification. It makes no sense to do the job wrong, simply because you did not want anyone to know you did not understand the directions or figure out how to do the job.
Learning the why behind what you do will help you put the pieces together so they make sense.



CAN YOU FOLLOW DIRECTIONS?
This is a timed test—you have 3 minutes only!
1. Read everything carefully before doing anything.
2. Put your name in the upper right-hand corner of this paper.
3. Loudly call out your first name.
4. Circle the word NAME in sentence two.
5. If you followed directions carefully to this point, call out “I have.”
6. Draw five small squares in the upper left-hand corner.
7. Put an “X” in each square.
8. In your normal speaking voice, count from ten to one backwards.
9. Put a circle around each square.
10. Sign your name under the title of this paper.
11. After the title write, “Yes, yes, yes.”
12. Put a circle completely around the sentence number seven.
13. When you reach this point, LOUDLY call out, “I AM THE LEADER IN FOLLOWING DIRECTIONS.”
14. Put an “X” in the lower left-hand corner of this paper.
15. Draw a triangle around the “X” you just put down.
16. On the back of this paper, multiply 703 by 66.
17. Loudly call out, “I AM NEARLY FINISHED. I HAVE FOLLOWED DIRECTIONS.”
18. Draw a rectangle around the word “corner” in sentence six.
19. On the reverse side of this paper, add 8950 and 9805.
20. Put a circle around your answer, and put a square around the circle.
21. Punch three small holes in the top of this paper with your pencil point.
22. Underline all even numbers on the left side of this paper.
23. Now that you have finished reading everything carefully, do only sentences one and two! 
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