corporate solutions pvt. Itd.
web: www.vwinn.com

Time is money, the adage goes, and lots of it gets lost in disorganization and disruption.
Get a grip on your office space, organize your work flow, learn how use your planner
effectively, say no without guilt, and delegate some of your work to other people.

This one-day workshop helps you organize and prioritize for greater workplace
efficiency. The workshop is full of ideas for organizing your work area and your
paperwork and working on the “right” things.

Get out of your mental rut. Think new thoughts about the time you have. Discover new
ways of doing things, and feel more in control of your life.

Workshop topics:

Develop useful techniques for setting and achieving goals

Identify strategies for using a planner effectively

Better organize yourself and your workspace for peak efficiency

Identify the right things to do and develop plans for doing them

Learn what to delegate and how to delegate well

Performa workload analysis to make sure your time is being used efficiently

Course Outline

Hemisphere preference
Setting goals and targets
Planning and planning aids
Organizing your work area
Organizing your files
Managing projects One day workshop
Delegating

Five ways to manage e-mail
Workload analysis

What's Included?

Instruction by an expert facilitator

Small interactive classes

Specialized manual and course materials
Personalized certificate of completion
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