
Pe rsona l Produc tivity 

We  a ll fa c e  this da ily c ha lle ng e : to o  muc h to  do  a nd  no t e no ug h time  to  do  it.  Do  yo u fe e l o ve rwhe lme d 

b y yo ur wo rklo a d?   Do  yo u wish tha t yo u c o uld  just sto p  the  flo o d  o f e ma ils, vo ic e ma ils, inte rruptio ns a nd 

me e ting s?    

This c o urse  is a ll a b o ut he lp ing  yo u find  b e tte r wa ys to  e ffe c tive ly de a l with the se  c ha lle ng e s, g e t yo ur 

wo rk do ne , a c hie ve  mo re , a nd  de c re a se  yo ur stre ss.   We  c o nc e ntra te  o n pra c tic a l “ho w-to ”  info rmatio n. 

Tha t inc lude s tips, te c hniq ue s a nd stra te g ie s tha t will ha ve  a n imme dia te  impa c t o n yo ur pe rso na l 

pro duc tivity.   

By the  e nd of this ha lf- day c ourse  you will be  a ble  to : 

 Ide ntify wa ys tha t yo u use  time  e ffe c tive ly a nd  ine ffe c tive ly

 Se t SMART g o a ls a nd  a c hie ve  ta ng ib le  re sults.

 Ide ntify a nd  se t prio ritie s – a nd  stic k to  the m

 Org a nize  yo ur da y a nd  e limina te  c lutte r

 Co pe  with inte rruptio n o ve rlo a d

 Re duc e  pro c ra stina tio n

 Pre pa re  a n a c tio n p la n to  impro ve  pe rso na l pro duc tivity

Topic s tha t will be  c ove re d: 

 Pe rso na l Pro duc tivity Se lf-Awa re ne ss

 Ma na g ing  Our Co mmitme nts

 Time -Sa ving  Guide line s a nd  Te c hniq ue s

 Pro duc tivity Kille rs and  So lutio ns

 Ba d & Go o d  Me e ting s

 Time  Saving  Te c hno lo g y

 My Ac tio n Pla n

Pre re quisite s: Anyo ne  who  wa nts to  g e t mo re  c o ntro l o ve r the ir wo rk da y - Ind ividua ls, te am me mb e rs, 

supe rviso rs, a nd  ma na g e rs a t a ll le ve ls.  

Adva nc e d Pre pa ra tion: The re  is no  a dva nc e  pre pa ra tio n fo r this c o urse . 

Compe te nc ie s:  Ac tio n a nd  re sults fo c use d , de c isio n ma king , pro duc tivity, g o a l se tting , prio ritizing , 

de le g a tio n, c o mmunic a tio n skills,  

De live ry Me thod: Gro up-Live  |Course  Le ve l: Basic  | Dura tion: Ha lf-da y 

Continuing  Educ a tion/ Re c e rtific a tion Cre dits: CPE Cre dits, HRCI Re c e rtific a tion Cre dits and SHRM 

Profe ssiona l De ve lopme nt Cre dits ma y be  ava ilable  for this c ourse . 


