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PERSONAL PRODUCTIVITY

Personal Development
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	ON-SITE LEARNING WORKSHOP
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	VIRTUAL LEARNING
SCALABLE TOPIC DELIVERY

	Choose on-site learning workshop or customize your virtual learning session.
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	TOPIC OBJECTIVES AND TIMING

	15
	To understand how goals, in general, should be framed.

	15
	To understand the specific parts of a good goal.

	5
	To understand how to make the most of your mental energy.

	5
	To understand how to make your goals grow with you.

	10
	To understand what a routine is and how to build one.

	10
	To identify key personal routines that participants should establish. 

	10
	To see how routines can be implemented in your professional life.

	10
	To identify some ways to reduce repetitive, everyday tasks.

	5
	To understand the secret behind successful time management.

	10
	To explore some different tracking systems.

	10
	To identify the most efficient way to schedule appointments.

	10
	To identify some methods for scheduling tasks efficiently.

	10
	To identify tasks that can be completed quickly and moved off of your plate.

	10
	To identify an easy way to jump-start tasks.

	15
	To identify actions that you can take when you’ve got too much on your plate.

	15
	Understand what tools are appropriate for different sized projects.

	10
	To understand the basic information required to start a new task or project.

	10
	To identify when and how plans should be updated.

	10
	To understand the triangle of factors that can affect a project or task.

	15
	To understand how to build a project schedule.

	5
	To understand what a RACI chart is and when to use it.

	10
	To understand how to set up your workspace in the most functional way possible.

	10
	To understand the key principles of ergonomics.

	10
	To understand how to create an efficient virtual workspace.

	10
	To identify a simple filing method.

	10
	To understand how to organize electronic folders.

	10
	To identify how and when files should be cleaned up.

	10
	To understand how to use e-mail so it is a time saver, not a time waster.

	10
	To develop a framework for handling e-mail.

	10
	To understand how to automate some e-mail tasks.

	5
	To understand how handheld devices can actually make you less productive.































PERSONAL PRODUCTIVITY, continued
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	TOPIC OBJECTIVES AND TIMING

	10
	Understand the reasons that people procrastinate.

	10
	To identify some general ways to overcome procrastination.

	10
	To understand how tackling tough tasks can help us manage our time better.
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Accelerated Instructional Media, Inc.
Learning starts with the first conversation.™
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