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Time Management Essentials

Class Length 1 Day(s)ora seriesof 1-hour webinarsPrerequisites None

Overview

Time cannot be managed, but wecan manage ourselves, information, and our use
of time more effectively. This workshop covers many common time management
issues and provides an opportunity to assess current ime management habits.

Target Audience

Managers, human resources, team leaders, anyone who has challenges with
balancing their time and staying on top of priorities

The Problem

* Too manyinterruptions

* Apoor organizational system and process
» Lack of planningand pricritizing

* |nabilitytosay “no”

* Notassessing how wespend our time

Our Solution

To Leam to...

* Assess current time management habits with the Time Mastery Profile
» |dentify theimportance of setting goals

* Prioritize techniques

» Acquire more effective planning and scheduling methods

* Avoid or deal with common time stealers

» Lsetips and tricks to become better organized

« Createanaction plan for changing poor ime management habits

Course Outline

* Understanding Time: Can we really manage
time, how much does time cost and how are you
spending it, assess current time management
habits, identify benefits and challenges to
managing time

* Setting Goals: ldentify long-term, short-term,
professional and personal goals, make better
decisions by rdating them to your goals, creating
CLEVER goals.

* Planning and Scheduling: Projects vs. tasks,
creating and managing to do lists, scheduling
appointments, what should go on the calendar

* Prioritizing: What is most important, value-
based prioritizing, decide what to diminate, reduce
repetitive time wasters, whenis your prime time

» Time Stealers: What to do aboutinterruptions,
procrastination, too much dutter and other
things thatsteal our valuabletime

* Getting Organized: Paperwork, email and
voicemail, developing a system, ime management

tools

 Building an Action Plan for Change
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Time Management Using the Time Mastery Profile

Class Length ¥z - 1 Day(s)
Prerequisites None

Overview

This course addresses the issues of working cleverer by assessing where we
spend our time each day. We will identify the factors that affect how we
manage our work, time constraints and how to develop priorities with supervisors
and employees.

This personalized look at managing work encourages participants to address the
habits that limit our creativity and ability to work effectively within the
environment.

Target Audience

Managers, human resources, team leaders, anyone who has challenges with
balancing their time and staying on top of priorities

The Problem

* Challenges identifying how goal setting impacts managing your ime on a
daily, monthlyand yearly basis

* Notable to figure out how to manage priorities when they are not our own
* Mot knowing which ime management changes are needed to make
improvements

Our Solution
To Leam to...

* Have a personal view of your job and the philosophy that is critical for
developinga new approach to managing your day

* Assess personal motivation and how thisimpacts your job

* Utilize talents that may be underutilized which could enhance or improve your
useof ime

* |dentify how to become “active” versus “reactive” inyour workplace

* Maintain personal power and balance in your workday

» Define the four types of work:Crisis, Work-To-Do, Trivia

Work, and Time Wasting Work as a part of the "Priorities” category in the Time
Mastery Profile

Course Outline

» Participants will complete the Time Mastery
Profile prior to the course. They are asked to list
one area of strength and one weak area from the
results of their profile on a flip chart matrix in the
training room. (These will become the areas that
the course will focus on during the session.)

* Opening: Description of time and several
illustrations of how we perceive time

« What Was Your Reaction: Surprised, confirmed
suspicions, disappointed (thought | was doing
better)

» Exercise: Job Satisfaction — participants develop
a list of what makes their job easier or more
difficult.

Discussion focuses on which of the job satisfiers
or dissatisfies are within ourcontrol orinfluence.

* Review Time Mastery Profile: Description of

each category and how tointerpret your individual
graph

* Exerdse: Teach Back
¢ Closing
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Getting Organized

Class Length 1 Day
Prerequisites None

Overview Course Outline
This course will provide you with techniques to get out of the chaos and
manageall the “stuff” in yourlife.  Organization or Chaos: Where are you now
» The Benefits of an Organized Life
Target Audience s Getting Out of Chaos: Setting goals, setting
Anyone that wants to learn techniques toimprove organizationin both their priorities,
personal and business life projects vs.tasks, planning
The Problem » What To Dowith all the Stuff: Developa system
« life feels chaotic most of the time (paperwork, email, voice mail), your works pace,
* |t's difficult to find emails, keep track of voice mails and sort through the organizational tools (computer software, clever
clutter on your desktop phones, productivity devices)

* Not knowing what tools to choose to help you get organized
* Developing New Habits
Our Solution

To Leam ...

+ |dentify thebenefits of getting and keeping organized

* Developa filingsystem to organize paperwork, email, and
voice mail

* Make decisions about what to keep and what to toss

* |dentify the tools thatare available to hep withan
organizational system

» Set goals to devel op new organizational habits
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Project Management

Class Length 1 - 5 Day(s) Prarequisites None
Course Qutline
Overview
Most companies have focused their attention on the business process while
ignoring projects. This can bea costly mistake as everything NEW (new services,
processes and products) and IMPROVED (improved services and processes) e The Role of Peoplein Project Management
occurs as a result of a project.

* Overview of Project Management

* The Steps and Tools of Project Management

All growth in the business will occur through the successful completion of » The Factors Influencing Project Management
projects. Projects thatareincomplete, late, over-budget, or off target, may

impede your ability to meet your strategic business goals. In today’s world, the
ability to manage projects effectively translates into a comprehensive * Thelssues for Designinga Successful Project
advantage.

success

Management System

Target Audience
Anyone who is responsible for managinga projectlarge orsmall

The Problem

* Employees lack effective project management skills

* |neffective project management techniques areimpacting the bottom line and
ability to compl ete projects on time and within budget

* Projects are not aligned with business goals

Our Solution
To Leam to...

* Define the role of the project manager and team » Identify the elements of
effective project management

+ Develop models

* Assess your organization’s current level of project effectiveness

+ QOptimizeyour project portfolioand avoid costly mistakes
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Project Management for Non-Project Managers

Class Length 1 Day(s)
Prerequisites None

Course Outline
Overview
The ultimate goal of project management is to complete projects on timeand + Project Management Overview
deliver maximum quality within the allocated budget. Many people in business « Define the Project: Write a scope statement,
today are given th.e task of managing a project withoutany basic knowledge or determine the stakeholders, determine the
tools for approaching that goal. :

resources required

This workshop breaks the project management process into four basic steps * Plan the Project: Create a team, refine thescope,

and addresses the tasks that must be completed at each of those steps. It gives ©@stimate theschedule
non-project managers the basic knowledge required to lead a project to = Execute the Project: Manage scope creep,

successful conclusion, manage communication, mange the project
* (ose theProject: Assess lessons learned, assess

Target Audience

Those individuals who manage projects without any formal project
management training and who want to do a more effective job

projectsuccess

The Problem

* Clients provide vague and changing requirements and unskilled project
managers don’t know how to handle them

* Timeis spentsolving problems after projects are delivered

* Every projectis handled the same way

Our Solution
To learn to:

* Define the four phases in project management and the steps to complete
each phase

* Write ascopestaternent

* Create a project schedule

Allocate resources

Employ various tips for managing a project
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Stress Management
Class Length 1 - 2 Day(s) Praequisites None
Overview Course Content
Stress is a part of everyday lives; it can be viewed in both a positive and negative way. The work place environment canaggravate the
stress level of many individuals. Long termdistress leads to burnout, a condition mostcompanies would like to prevent because it * Be aware of yourlifestyle
temporarily or permanently incapacitates productive employees.  Develop anindividual stress management program

* Learn howto distinguish between stress andits causes
* Manageanger
 Build self confidence/self esteem to face the future positively

Certain conditions of stress call for intense reactions that giverise to marked changes in the attitudes and actions of normal personalities.
What those conditions are and how people react to them s the theme of this course.

Stress Management training can improve job performance and productivity, decrease job errors, increasejob satisfaction, and lower hostility. * Identification of thestress responseand types of stress
These are payoffs to a well planned Stress Management Program. » Recognizestressors atthe work place,and how to reduce the effect

» Accepting change that will benefit the organization
* Understanding the effects of stress on the body — howit happens and whatit does

Target Audience
Anyone who wants tolearn techniques to manage stress in their business and personal life

The Problems

+ |nability to recognize the triggers and affects of stress

e Stress isimpacting workplace productivity causing mistakes, unsafe practices, unhappy customers
* Stress is causing personal health issues suchas loss of sleep,lack of appetite, and anger

Our Solution
To learn to..

¢ Beaware of his/her lifestyle

* Resolveconflict with winning results

+ Developanindividual stress management program

» Recognizestressors in the work place, to reduce the effect

of thestressors

* Build self confidenceand self esteem to face the future with positive expectation

* Recognize their own belief system and reshape those that arenegative and destructive
* Formulateand utlize expectations
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Balancing Work and Family Life

Class Length 2 hours, % Day{s)orkeynote Prerequisites None

Overview Course Outline
Finding balance between our professional and personal lives is a challenge we
all face. Learn some techniques to identify your priorities and make better » The Balance Challenge: How many hats do you

choices toattain that balance. wear, whatarethe challenges

» Values, Goals, and Priorities: |dentifying,
Target Audience

Anyone that would like to find alternative ways to managing professional and
personal life chall enges

communicating
» The Juggling Act: Which hat, which priority,
making the tough decisions

The Problem » Time-Saving Tips and Tricks
« Wearing too many hats throughout the day which causes additional stress * Reducing Stress
* Taking work home and thinking about home while you are at work * Choices and Changes

* Deciding without focus on the priorities in yourlife

Our Solution
To Leam to...

* Make better decisions based on priorities, goals, and values
« Stay focused based on which “hat” you are wearing
* Reduce thestress and have fun with the challenges

» |dentify tips and tricks to save timeand be more organized
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Faces of Change Course Outline
Class Length ¥z to 1 Day(s) Prerequisites None « Discussion Regarding “Change is the New Normal”
-- Using current events and business news, discover that rapid changeis here tostay.
Overview -- Showcase the critical role of managers insuccessful change
The only constant in the world of business is change. How -- Highlight why change can fail organizations and teams, and its impact
leaders react to, deal with, and enable change will make or break the success of an organization. Managers and leaders need to be
adept at understanding the basics of change and how theiractions impactit. By leveraging theinsights and proven processes developed in * The Principl es of Change: Defineand Discuss (facilitated discussion]

the past decade, participants will learn how focus on the power of change to make their teams successful.
* Understanding of the Principles of Change

Research shows us that employees are productive only 45 minutes of theday during times of high stress. -- Establishinga sense of urgency
-- Creatinga guiding coalition
Constantchangeis a leadingcause of high stress. This course gives managers the insight and tools toactively guide their teams throughchange. -- Developing a vision andstrategy
This will enable them to be successful and productiveinspite of the constant change going onaround them. -- Communicating the change vision
-- Empowering employees for broad-based action
In this one day, facilitated, interactive discussion participants will shift the way they think about change and their rolein ensuring their -- Generating short-term wins
team’s success through change. -- Consolidating gains and producing more change
-- Anchoring new approachesin theculture
Target Audience
Any indivi dual contri butor, manager, or leader needing to become adept at understanding the basics of change and how their actionsimpact * Whatls New in Change (additional great breakthroughs in change management)
change -- Highlights of the new discoveries
-- Tools available to drivechange on ther teams
The Problem -- Exercises to help teams through change
» Managersand employees trying to avoid changing -- Additional references to assist with change management
» Managers uncomfortable with change
*» Employees unable to see the need or benefit of change * What's Next
e Managersinability to engage their teams in necessary organizational change -- Participants will work on action plans to introduce this knowl edge to their teams and prepare plans to prepare their teams for change

» Lack of understanding on how to move through change to be even more successful
 MNo model or tools to help guide managers through change initiatives

Our Solution
To Leam to...

e Understand theconstantchangeis the new normal

* Define the principles of change
e Understand the mental habits that support change
* Understand the manager’s rolein successful change efforts
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