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Writing	procedures	and	work	instructions

work	instrucions	provide	clear	and	precise	steps	to	carry	out	a	single	instruction,	such	as	filin	and	approvin	an	employee	expense	claim,	and	help	maintain	quality	standards	and	improve	efficiency	in	the	workplace.	A	well-crafted	work	instruciton	is	a	detailed	document	that	describes	the	correct	way	to	perform	a	certain	task	or	activity,	ensuring	that
every	step	is	followed	accordingly	to	avoid	affectin	other	aspects	of	the	business.	work	instrucions	are	vital	to	a	company's	success	as	they	help	sustain	and	support	proceses	that	make	up	the	day-to-day	activities	of	a	busines.	By	creatin	work	instrucions,	employers	ensure	that	the	best	way	of	doin	a	specific	task	is	clearly	communicatied,	understood,
and	implemented,	guaranting	a	consistent	outcome.	some	benefits	of	work	instrucions	include	reducin	risk	and	preventin	errors	or	accidents,	savin	time	in	the	long	run,	facilitatin	the	continuous	improvement	of	proceses	and	systems,	and	helpin	workers	develop	problem-solvin	skills.	Improving	call	center	performance	involves	optimizing	efficiency,
reducing	response	times,	and	prioritizing	complex	issues.	This	results	in	higher	customer	throughput,	freeing	up	time	for	detailed	problem-solving.	In	industries	with	strict	regulations	or	standards,	such	as	healthcare	or	finance,	work	instructions	are	crucial	to	ensure	employees	consistently	meet	requirements.	For	instance,	a	template	on	healthcare
accessibility	is	a	prime	example.	Understanding	the	essential	components	of	effective	work	instructions	is	vital	for	creating	clear	guides.	These	typically	include:	-	Title	and	brief	task	description	-	Objectives	and	expected	outcomes	-	Purpose	and	scope	of	the	task	-	Required	tools	and	skills	-	Safety	precautions	-	Step-by-step	instructions	with	expected
outcomes	A	work	instruction	template	can	be	overwhelming,	especially	when	dealing	with	multiple	complex	steps.	However,	following	a	structured	approach	makes	it	manageable.	Start	by	defining	the	task	for	which	you're	creating	the	instruction	and	outlining	each	step.	For	instance,	if	your	team	uses	Gmail,	create	a	guide	on	managing	corporate
email,	including	how	often	to	respond,	how	to	avoid	spam,	or	how	to	mass	delete	emails	using	online	tools.	When	choosing	a	tool	for	creating	work	instructions,	select	one	that	offers	flexibility	and	user-friendly	features,	such	as	Venngage,	which	is	designed	for	Training	&	Development	teams.	It	allows	you	to	create	graphical	work	instructions	even
without	design	experience	and	provides	various	file	formats	for	download	or	direct	sharing	with	workers	online.	To	write	an	effective	work	instruction,	provide	a	background	on	the	process	the	task	is	part	of,	explain	the	purpose,	and	identify	who	is	responsible.	Clearly	define	the	steps	needed	to	complete	the	task,	listing	materials	used	for	each	step,
ensuring	that	one	step	equates	to	one	action.	You	should	break	down	complex	tasks	into	smaller	steps	if	they	involve	more	than	10	steps.	This	means	subdividing	them	into	separate	topics	to	make	it	easier	for	readers	to	understand.	Once	you	have	all	the	steps	listed,	add	images	and	graphics	to	help	explain	each	step	better.	Visual	aids	like	pictures
and	diagrams	can	capture	people's	attention	and	make	learning	easier.	You	can	use	tools	like	Venngage	to	create	custom	graphics	that	fit	your	work	instruction.	After	adding	visuals,	focus	on	making	the	format	consistent	throughout	the	document.	Use	numbers	or	letters	to	list	the	steps	in	a	logical	order.	Make	important	information	stand	out	by
using	different	font	colors,	bolding,	or	italicizing	it.	Keep	title	headings	bigger	than	regular	text	and	use	bullet	points	to	make	the	document	easier	to	read.	After	you've	finished	these	steps,	proofread	your	work	instruction	to	catch	any	mistakes	or	confusing	parts.	Replace	complicated	words	with	simpler	ones	and	keep	sentences	short	and	easy	to
understand.	Finally,	test	your	work	instruction	by	having	someone	follow	it	and	see	if	they	can	complete	the	task	without	difficulty.	If	they	get	stuck,	go	back	and	revise	the	document	until	you're	satisfied	that	it's	clear	and	effective.	Processes	have	many	steps,	each	needing	its	own	detailed	guide	on	how	to	complete	it.	This	is	why	you	might	need
separate	work	instructions	for	things	like	hiring	new	staff	or	getting	ready	for	an	interview	-	it's	all	part	of	a	bigger	plan	to	keep	customers	happy.	A	good	system	helps	with	this	by	putting	everything	down	in	writing	and	making	sure	everyone	knows	what	they're	doing.	Work	instructions	are	special	guides	that	show	exactly	how	to	do	something	step-
by-step.	They're	different	from	general	plans	because	they	tell	you	exactly	what	to	do,	not	just	what	the	end	goal	is.	Making	sure	work	instructions	are	clear,	concise,	and	easy	to	understand	helps	with	training	workers	and	making	sure	everyone's	on	the	same	page.	This	helps	keep	quality	high	and	makes	processes	run	smoothly.	In	fact,	good	work
instructions	can	even	help	prevent	mistakes	from	happening	in	the	first	place.	work	instructions	help	improve	processes	and	systems	so	workers	can	do	their	jobs	better	over	time	by	providing	a	reference	for	correct	and	ideal	scenarios,	which	helps	with	problem-solving	skills	and	guides	corrective	actions.	they	are	especially	useful	for	frequent	tasks,
ensuring	consistency	and	minimizing	errors,	like	in	customer	service	or	industries	with	strict	regulations.	work	instructions	typically	include	essential	parts	such	as	title,	objectives,	purpose,	scope,	tools,	safety	requirements,	step-by-step	instructions,	and	expected	outcomes.	A	digital	file	can	easily	be	accessed	from	anywhere	at	any	time	due	to	its
flexible	nature.	Venngage	offers	a	variety	of	features	for	Training	&	Development	teams	that	makes	it	easy	to	create	graphical	work	instructions	without	requiring	any	design	experience.	The	created	work	can	then	be	conveniently	downloaded	in	different	file	formats	or	directly	shared	with	workers	online.	To	proceed,	first	give	an	overview	of	the
process	that	the	task	is	part	of,	then	briefly	explain	its	purpose	and	output	required.	Identify	who	is	responsible	for	completing	the	task,	which	is	typically	the	worker	in	this	case.	The	title	should	refer	to	the	task	itself,	such	as	'Responding	to	a	Negative	Customer	Review:'.	Next,	define	all	necessary	steps	to	complete	the	task	and	describe	each	one
extensively,	also	listing	materials	used	for	each	step.	One	step	equals	one	action,	so	if	there	are	multiple	actions	involved,	another	step	is	required.	If	there	are	more	than	10	steps,	subdivide	them	into	different	topics	like	in	this	example.	After	listing	all	steps,	add	images,	graphics,	icons,	or	illustrations	to	support	the	information	and	better
demonstrate	each	step.	Visual	materials	can	capture	attention	and	enhance	learning.	With	Venngage,	you	can	choose	from	thousands	of	graphic	templates	that	can	be	easily	customized.	The	smart	editor	allows	for	easy	integration	of	images,	colors,	and	backgrounds	into	your	design	with	just	a	few	clicks.	As	an	example,	this	template	effectively	uses
graphics	to	demonstrate	the	step-by-step	procedure	of	navigating	an	employee	management	system.	After	building	and	fleshing	out	the	content,	it's	time	to	work	on	the	format.	Be	consistent	and	follow	the	same	format	throughout	the	entire	document.	Display	steps	in	logical	sequence,	ideally	numerical	order.	Emphasize	important	information	by
bolding,	italicizing,	or	using	different	font	colors.	Increase	font	size	for	titles	and	headings	for	better	distinction	between	sections.	At	this	point,	your	work	instruction	might	be	complete,	but	you	still	need	to	proofread	to	catch	any	mistakes	or	gaps	and	simplify	to	trim	down	unnecessary	details	and	clarify	ambiguous	information.	Replace	complicated
words	with	short	and	simple	ones	for	better	comprehension	and	readability.	Keep	sentences	under	15	words.	If	specific	or	technical	terminologies	are	used,	they	should	be	defined	within	the	document.	Stick	to	a	single	term	when	describing	similar	things.	This	example	uses	bullet	points	and	sentence	fragments	instead	of	complete	sentences	to	make
the	document	more	readable.	La	instruction	está	finalizada,	solo	queda	probar	el	documento	de	trabajo.	La	prueba	es	necesaria	para	asegurarse	de	que	la	instrucción	de	trabajo	sea	fácil	de	entender	y	seguir.	Para	hacerlo,	haz	que	alguien	realice	la	tarea	siguiendo	la	instrucción	de	trabajo	que	has	creado.	Si	encuentran	que	algunas	partes	necesitan
una	explicación	o	aclaración	adicionales,	entonces	debes	ajustar	y	revisar	el	documento.	Pero	si	pudieron	seguir	cada	paso	sin	dificultad	y	lograron	el	resultado	especificado	al	final	de	la	tarea,	significa	que	tu	instrucción	de	trabajo	es	exitosa.	Un	proceso	es	una	serie	de	actividades	o	eventos	a	partir	de	los	cuales	se	produce	un	output.	Por	ejemplo,	un
proceso	de	reclutamiento	conduce	al	empleo	de	un	nuevo	miembro	del	personal.	Un	procedimiento,	por	otro	lado,	describe	cómo	realizar	un	proceso.	Digamos	que	en	un	proceso	de	reclutamiento,	la	búsqueda,	preparación	y	conversión	de	solicitantes	son	algunas	de	las	actividades	involucradas.	Estas	actividades	se	describen	en	un	procedimiento.
Mientras	tanto,	las	instrucciones	de	trabajo	detallan	cómo	se	realiza	una	actividad	dentro	de	un	proceso.	Siguiendo	el	mismo	ejemplo,	significa	que	el	proceso	de	reclutamiento	puede	requerir	una	instrucción	de	trabajo	con	pasos	sobre	cómo	buscar	a	un	solicitante,	otra	sobre	cómo	preparar	a	un	solicitante,	y	así	sucesivamente.	Los	procesos,
procedimientos	e	instrucciones	de	trabajo	son	parte	de	un	sistema	de	gestión	de	la	calidad.	Los	sistemas	de	gestión	de	la	calidad	son	sistemas	formalizados	que	documentan	los	procesos	comerciales	con	el	objetivo	de	mejorar	la	satisfacción	del	cliente.	Una	instrucción	de	trabajo	estandarizada	explica	cómo	llevar	a	cabo	un	procedimiento	y	convertirlo
en	un	plan	de	acción	a	través	de	pautas	paso	a	paso.	Es	diferente	de	un	procedimiento	operativo	estándar	que	proporciona	una	guía	para	las	acciones	que	se	deben	tomar	para	cumplir	con	un	proceso.	Las	instrucciones	de	trabajo	aseguran	que	las	tareas	se	realicen	con	precisión	y	eficiencia,	preservando	así	la	calidad	y	la	continuidad	en	los	procesos
comerciales.	Las	instrucciones	de	trabajo	o	un	método	de	procedimiento	deben	ser	muy	detallados	sobre	"cómo"	lograr	un	trabajo,	tarea	o	asignación	específica.	Por	ejemplo,	se	puede	desarrollar	un	procedimiento	de	trabajo	para	ensamblar	la	vivienda	final	de	un	producto	con	instrucciones	paso	a	paso	que	incluyen	detalles	como	los	requisitos	de
torque	de	los	tornillos	de	sujeción.	Las	instrucciones	de	trabajo	individuales	son	muy	específicas	de	una	industria	o	empresa.	Es	posible	utilizar	documentación	suplementaria,	incluyendo	manuales	de	usuario,	manuales	de	ingeniería	o	técnicos,	notas	de	soporte	técnico,	notas	de	fabricación,	etc.,	para	crear	instrucciones	de	trabajo	detalladas.	El	nivel
4	-	Formularios	y	otros	documentos	El	último	nivel	de	documentación	incluye	formularios	utilizados	para	crear	registros,	listas	de	verificación,	encuestas	u	otros	documentos	utilizados	en	la	creación	de	un	producto	o	servicio.	Los	registros	son	una	salida	crítica	de	cualquier	procedimiento	o	instrucción	de	trabajo.	Constituyen	la	base	de	las
comunicaciones	del	proceso,	el	material	de	auditoría	y	las	iniciativas	de	mejora	del	proceso.	Con	un	sistema	de	gestión	de	la	calidad	ISO	9001,	es	necesario	asegurarse	de	que	una	empresa	o	división	cumpla	con	los	requisitos	de	la	ISO	9000	y	reciba	la	certificación.	El	siguiente	proceso	debe	tener	lugar:	Implementing	a	successful	ISO	9000	Quality
Management	System	requires	careful	planning,	commitment,	and	adherence	to	established	standards.	Common	hurdles	that	can	hinder	this	process	include	unrealistic	timeframes,	resistance	to	change,	inadequate	training,	or	misinterpretation	of	the	guidelines.	Companies	have	often	struggled	with	compliance	in	areas	such	as	document	control,
purchasing,	inspection,	quality	systems,	process	control,	and	equipment	calibration.	To	ensure	full	compliance,	management	should	conduct	thorough	reviews	of	these	critical	sectors.	This	involves	equipping	personnel	with	the	necessary	knowledge	to	develop,	implement,	and	maintain	a	basic	set	of	quality	systems	and	procedures	aligned	with	ISO
9000	standards.	Proper	documentation,	demonstration	of	effectiveness,	maintenance,	and	learning	from	experience	are	key	aspects	in	achieving	intended	quality.


