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Improving Personal Effectiveness – Skillnets Group

Proposed Course Layout for Monday 22nd March 2010
0900

Introduction & Icebreaker
                   Success and Motivation – A Definition (Workshop)


1000

Business/Career Goals and Objectives
Workshop


-
Identification of Goals

Specifying Objectives  
- 
Goal Planning

1100

Coffee

1115

Defining Required Action Steps
Outlining a Plan of Action

Designation of Specific Action Steps

1215

Responsibility
Taking Responsibility for Specific Action Steps
Tracking your progress

1300

Lunch

1400

Re-Convene 
-
Icebreaker

1410

Improving Personal Productivity
Time – the key resource for increasing productivity
Value of Time
Defining High PayOff Activities
Attitudes towards planning and organising
Daily / Weekly / Monthly / Annual Planning 

1500

Workshop       
-       Self Evaluation Questionnaire
                          


-  
High Pay Off Activities

1530

Coffee

1545

Work/Life Balance
Workshop

-
Personal Goals Identification

1630

Communications Styles Analysis

1700

Summary & Finish  


