AAIM Course Description

AAIM1
Personal Produc tivity

We allface thisdaily challenge:too muchto do and notenough time to do it. Do youfeeloverwhelmed
by yourworkload? Do you wish that you could just stop the flood ofemails, voic emails, inte mup tions and
meeting s?

This course is allabout helping you find better ways to effectively deal with these challenges, get your
workdone,achieve more,and decrease yourstress. We concentrate on practical“how-to” informa tion.
That includes tips, techniques and strategies that will have an immediate impact on your personal
produc tivity.

By the end of this half-day course you willbe able to:

e Identify waysthat you use time effectively and meffectively
e SetSMARTgoalsand achieve tangible results.

o Identify and set priorties—and stickto them

e Organize yourday and eliminate clutter

e Cope with nterruption overoad

e Reduce procrastination

e Prepare anaction planto improve personal produc tivity

Topics that willbe covered:

e PersonalProductivity Self-fAwareness

e Managing Our Commitments

e Tme-Saving Guidelnesand Techniques
e Productivity Killers and So lutio ns

e Bad & Good Meetings

e Tme Saving Technology

e My Action Plan

Pre re quisite s: Anyone who wantsto get more controlovertheirworkday - hdividuals, team members,
supervisors, and managersatalllevels.

Advanced Preparation: There isno advance preparation forthis course.

Competencies: Action and resultsfocused, decision making, produc tivity, go al se tting, p rio ritizing ,
delegation, communic a tio n skills,

Delivery Method: Group-live | Course Ievel: Basic | Duration: Half-day

Continuing Educ a tion/ Re c ertific ation Cre dits: CPE Cre dits, HRCI Re c e rtific a tion Cre dits and SHRM
Professional Development Credits may be available for this course.
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