Short Report Example

Short Report on Employee Productivity Improvements

To: Jessica Thompson, HR Manager
From: Mark Lewis, Team Leader
Date: October 14, 2024

Subject: Improving Employee Productivity in the Marketing Department

Introduction:
This report evaluates current productivity levels in the marketing department and
suggests methods for improvement. Recent surveys indicate a 15% decline in

productivity over the past quarter due to workload imbalance and lack of training.

Findings:

1. Workload Imbalance: Staff members report uneven task distribution, leading to
burnout and decreased efficiency.
2. Training Needs: 60% of employees feel they lack up-to-date skills, especially in

digital marketing tools.

Recommendations:

e Reassign Tasks: Implement a task rotation system to balance workloads and
prevent burnout.
e Provide Training: Schedule monthly workshops on key digital tools to enhance

skills and confidence.
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Conclusion:
By addressing workload issues and providing regular training, we can increase
productivity by at least 10% over the next quarter. Implementing these changes will

boost team morale and overall department performance.
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