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p-TIPS Good manners make good neighbors
(Rules for cubicle courtesy)

People working in modern offices share one thing in common: they spend most 
of their time in a cubicle or other partitioned-off space. Designed to maximize 
utility use and floorspace, cubicles undeniably lack privacy. A Web article 
contributed by the staffing firm Robert Hall International (careerbuilders.com/
JobSeeker/caereerbytes/CBArticle/aspx?articleID=247) urges cubicle denizens 
to show “a healthy respect for coworkers.” Ten tips were offered for fostering 
productive relationships at work, no matter how cramped your personal 
environment.

 1) Be a courteous guest. Don’t invade colleagues’ work areas without a quick 
knock or “excuse me.” Show respect by letting them decide whether an 
interruption is possible at that time.

 2) Use your “library voice.” Everybody is concentrating to meet deadlines, so 
keep your decibel level down when conversing.

 3) Curb casual conversation. Office socializing builds useful friendships, but it’s 
not productive to spend very long hashing over the cricket scores or latest 
movie blockbuster. Save personal chat for lunch or after work.

 4) Stay home with the sniffles. Do everyone a favor and take a sick day rather 
than infect the whole office with a cold, flu, or worse.

 5) Have good scents. “Good scents” probably means “no scents.” Never wear 
heavy perfume or aftershave at work.

 6) Ask before borrowing. Seek permission before raiding coworkers’ paperclip 
containers or borrowing a marker. Hopefully, they will then extend the same 
courtesy.

 7) Avoid decor disasters. A few personal touches go a long way. Political post-
ers, for example, may alienate those backing other parties.

 8) Hit the right tune. You may work more productively to music; others experi-
ence it as a major distraction. Wear headphones and do not hum or sing 
along.

 9) Avoid phone faux pas. If you need your cell phone during office hours, keep 
it nearby. Use a professional ringtone, since no one appreciates this week’s 
Top of the Pops blaring out every time you get a call.

 10) Be friendly. Away from your cubicle, say hello to others whether you are ac-
quainted or not. You may require their help someday, and anyway, “the roof 
constitutes an introduction.” 

The APO Secretariat started the New Year with a restructured organization that 
promises to be leaner and meaner to serve member countries better as they strive 
to achieve greater socioeconomic development and marketplace competitiveness 
through enhancing productivity. This is part of an overall reform plan conceived 
by Secretary-General Shigeo Takenaka and endorsed by the APO Governing Body, 
which also encompasses personnel policies and project financial management. 

Organizationally, the Secretariat started with three divisions at the time of its estab-
lishment in 1961: Administration and Budget, Program, and Information. The Ag-
ricultural Division was added in 1966 and Research and Planning Division in 1974. 
The Information Division eventually became the Information and Public Relations 
Division in 1986. In 1995, the Office of the Environment was established. All were 
subsequently renamed departments. This six-departmental structure was maintained 
until the end of 2006.

This structure had been functioning reasonably well until recently when various 
factors, including financial, necessitated the introduction of cost-cutting measures. 
For an organization with a staff of fewer than 50, six departments were considered 
too many, top heavy, and not cost-effective. In addition, having many departments 
also meant that each department was small in terms of staff size. That was not the 
most efficient way to utilize manpower resources as small departments do not allow 
for flexibility in staff deployment. With many departments, the overall coordination 
of the Secretariat’s roles and responsibilities was made more complex. A leaner 
organization was thus called for. One possible option was to return to the original 
three-division system. However, in light of the expansion of programs and activities 

over the years, it was more realistic to streamline the Secretariat into four depart-
ments: Industry Department, Agriculture Department, Research and Planning 
Department, and Administration and Finance Department. The services offered by 
the previous Environment and Information and Public Relations Departments were 
integrated with other departments. In other words, the organization will continue 
to devote substantial resources to Green Productivity-related projects and to its 
publication and IT programs. The reduction in the number of departments is also 
expected to contribute to better communications within the Secretariat and more 
efficient use of resources.

Not only does the Secretariat have a new organizational restructure, it also has a 
new look. The whole office layout had to be modified to accommodate staff rede-
ployment as a result of the restructuring. However, the scale of the changes was 
major as the Secretariat also had to function in a smaller office space from January. 
This was necessitated by a 25% increase in office rental from this year. To avoid 
paying higher rent, the Secretary-General decided to reduce the space by about the 
same percentage. Renovation was undertaken in November and December last year. 
One positive outcome of the renovation was the discarding of old documents, files, 
and excess furniture no longer useful or necessary. Although Secretariat staff mem-
bers have smaller work areas, the use of low partitions and filing cabinets makes for 
a more spacious and brighter office. Everyone is more visible. Meeting corners are 
available to facilitate communication and coordination among staff members for 
the better planning and organizing of APO activities. See page 2 for an overview of 
the new Secretariat structure and staff members in each department. 
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