Personal Productivity Skills

Leading
Change

COURSE OVERVIEW

No one ever swims in the same river twice. The
only constant in life is change. By investigating
forces behind change and the effects that it has
on people’s lives, you can adopt the most effective
approach to leading your team. You can learn
how to steer around obstacles, overcome
resistance and help people through changes.
This will enable you to make valuable contributions
to the implementation of planned changes in your
organization.

YOU WILL LEARN HOW TO

# Understand the nature of change and its
inevitability;
Comprehend the role managers should
play in the change management process;
Identify the steps in planning for change
and learn what to do in each step of the
process;
Design the framework for successfully
implementing a change project through the
effective use of communication tools and
skills;
Run a persuasion campaign to
communicate change and obtain
commitment from staff for the change.

WHO SHOULD ATTEND

The Leading Change course is designed for
managers of small and medium sized enterprises
(SMEs) who wish to implement change projects
aimed at improving the efficiency or effectiveness
of their organization.
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i1 Course Content

1. Change and the Role of Managers

Change Attributes

Change is Inevitable

Change is Complex

What is Change Management?
The Role of Managers

2. Planning for Change
Steps of Planning for Change
The Six Steps for Planning

3. Implementing Change
Successfully

How to Successfully Run a
Persuasion Campaign

The Four Phases of a Persuasion
Campaign

Resistance and Strategies
Persuasion Skills

Different Types of People
Monitoring and Evaluation
Factors of Success

Applying the Model of Planning
and Implementing Change




Personal Productivity Skills

Solving
Problems

COURSE OVERVIEW

In every aspect of our daily life we encounter
problems that need to be solved. This is especially
true in management. Many of the problems you
face are often complex; sometimes they are hard
to describe clearly, at other times their causes
may be obscured. There may be several possible
solutions but the best solution is not self-evident
and even if you have resolved the problem, the
effectiveness of the chosen solution is unclear.

YOU WILL LEARN HOW TO

* Understand, analyze, and identify causes
of problems;

#» Generate a range of possible solutions and
decide which will work best;

*» Implement your chosen solutions and
evaluate their effectiveness.

WHO SHOULD ATTEND

The course on Solving Problems is designed for
managers and team leaders of small and medium
sized enterprises (SMEs) who have to solve
problems in their daily work. Their work relates
to forecasting and planning daily operations of
the business that involve teams and working
processes.
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i1 Course Content

1. Recognizing the Problem
Common Mistakes in Problem Solving
What is a Problem?

Recognizing a Problem

Accepting Ownership of the Problem

2. Analyzing the Problem
Identifying Causes

3. Choosing and Implementing
a Solution

Brainstorming

Choosing a Solution

Tools

4. Implementing and Evaluating
a Solution

Planning and Implementing your Solution
Evaluation

Follow-up




Personal Productivity Skills

Motivating
People

COURSE OVERVIEW

How do you get your staff to be more highly
motivated — more concerned and involved with
what you and your enterprise are trying to
achieve? Are you convinced that if you pay your
employees more money, they are motivated and
committed to work more effectively for you? If the
answer is ‘yes,’ you are not wrong. However,
there are ways other than ‘money’ that can
motivate your staff and retain them to work for
you. To do that, you need to understand the basics
of motivating people.

YOU WILL LEARN HOW TO

Define motivation from a management point
of view;

Describe influences on behavior of people
with whom you work;

Explain factors of job enrichment that make
work more attractive;

Describe the team leader’s role in
motivating his work-team;

Apply job enrichment technigues to motivate
your work-team.

WHO SHOULD ATTEND

The participants of this workshop should be
owners or managers of small or medium sized
enterprises (SMESs). The course is also applicable
to those whose job involves organizing and
controlling the work of a team.
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i1 Course Content

1. What is Motivation?
Definitions
Values & Attitudes

2. Understanding Behavior at Work
Maslow’s Theory of Needs

McGregor’s Theory X &Theory Y
Herzberg’s Two-Factor Theory

Expectancy Theory

Hackman and Oldham’s Internal Motivation

3. Making Employees’ Jobs
More Interesting

Micro Division of labor

Job Rotation & Job Enlargement
Job Enrichment

Job Enrichment in Practice

4. The Team Leader’s Role
Needs & Your Team

Motivation & The Team

Job Enrichment & The Team
Action Plan




Personal Productivity Skills

Delegating
Effectively

COURSE OVERVIEW

As a part of your managerial skills, delegation
allows you to share some of your work and
responsibilities with your team members. This is
an important skill set for managing, organizing
and developing your team. This course explores
what delegation means, why it is important, and
what it involves.

YOU WILL LEARN HOW TO

#» Explain why delegation is an important
management technique;
Identify the path to achieving balance in
the extent to which you delegate;
Apply the process of delegation to exercise
the skills of effective delegation;
Describe how to control your work team
more efficiently.

WHO SHOULD ATTEND

The Delegating Effectively course is designed for
owners, managers, and supervisors of small and
medium sized enterprises (SMEs), as well as
members of boards of directors.
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Ed Course Content

1. Nature of Delegation

What does Delegation Mean?
Delegating and Assigning Tasks
Authority and Responsibility

Why Are People Reluctant to Delegate?
How Effective Delegation will Help You

2. Process of Delegation
Setting Objectives

Planning

What Tasks to Delegate

Who to Delegate To
Monitoring the Delegated Task
Reviewing the Delegation

3. Delegation and Management
Delegation and Time Management
Delegation and Motivation

Delegation and Empowerment




Personal Productivity Skills

Leading
Your Team

COURSE OVERVIEW

Are leaders born or made? What does a leader
do? What techniques can you employ and what
actions you can take to lead others? This
workbook explores the answers to these
questions. It examines ways in which you, as a
team leader, can improve your leadership skKills,
and so help your team to become more effective
and achieve your company’s company goals.

YOU WILL LEARN HOW TO

Assess your own leadership qualities and
potential;

Describe methods to enhance your
leadership skills;

Identify the responsibilities of leadership,
and the roles to be played by a team leader;
Explain ways of developing your team so
that it becomes more efficient and effective.

WHO SHOULD ATTEND

The participants of this training course are people
holding managerial and/or supervisory positions
in companies whose job involves leading and
managing a group of people towards achieving
a set objective.

i1 Course Content

1. How to Become an Effective

Leader

Skills and Qualities of a Leader
Can Leadership be Learnt?
Principles of an Effective Leader

2. The Team Leader-Responsibilities

and Roles

Responsibility 1: The Task
Responsibility 2: The Individual
Responsibility 3: The Team

Coping with the Role of Team Leader

3. Building and Developing the Team
Forming a Team

Storming

Norming

Performing

Providing Feedback

Coordination with other Teams




Personal Productivity Skills

Managing

with Authority

COURSE OVERVIEW

Do your employees work for you out of fear or
respect? Authority often becomes a sensitive
issue for most managers and employees alike.
This course will help you to look at your authority
as team leader and explore how you can use this
authority to manage your team effectively.

YOU WILL LEARN HOW TO

Explain what authority is, and how it relates
to power and responsibility within a work
organization;

Identify how authority is established and
used in our workplace;

Distinguish between three different kinds
of authority;

Explain how to use your authority effectively
to the benefit of your team and the
organization;

Apply a structured approach to decision

WHO SHOULD ATTEND

The participants of this workshop are people
holding managerial and/or supervisory positions
whose jobs involve giving job related orders &
instructions, making decisions, organizing
resources and the like.

Ed Course Content

1. Forming and Strengthening Power
Distinguishing Power, Authority,

and responsibility

Relationship Concepts

Sources of Power

How to Form and Reinforce Power

2.Using Power to Influence Others
Distinguishing Between Power and
Influence

Strategies to Influence Superiors

3. Power and Management
Relating to the Reality of the Company
Using Power and Not Misusing Power
Principles of Balance Between Power
and Work Effect

Management Function

Management Experience

Empowering Staff

4. Creating a Suitable Atmosphere to

Use Power
Evaluating the Company Environment
Action Plan




Personal Productivity Skills

Using
Information
for Decision-
Making

COURSE OVERVIEW

In management you are faced with making or
taking decisions all the time. This is an important
skill for owner-managers because you may reap
either great achievements or negative
consequences from the decisions you make.

YOU WILL LEARN HOW TO

» Adopt a systematic and thoughtful approach
to making complicated decisions;
Distinguish between what makes good and
bad decisions;

Explain how to set and prioritize objectives
for decisions;

Identify constraints on your decisions;
Describe how to develop and evaluate
decision options;

Describe how to implement decisions and
evaluate outcomes.

WHO SHOULD ATTEND

The Using Information for Decision-Making course
is designed for small and medium sized enterprise
(SME) owners, managers and team leaders who
have to use information to make decisions in their
daily work. Specifically, if their daily tasks relate
to forecasting and planning, and in addition, daily
business operations that involve teams and
working processes.

Ed Course Content

1. Decision Making

Structuring Decision Making and
Relevant Information

Collecting Information

Practice Structured Decision Making

2. A Step-by-Step Formula for

Decision Making

Gathering Information and Ideas
SWOT Analysis

Making a Decision Tree

Pareto

Flow Chart

Force Field Analysis

Evaluating the Options

Making the Decision

3. Making it Work

Preparing to Implement the Decision
Making an Implementation Plan
Evaluating the Outcome




Personal Productivity Skills

Becoming
More Effective

COURSE OVERVIEW

Self-management is becoming a core skill for
managers who need to quickly acquire knowledge
and skills for their jobs and then put them to good
use in their workplace. This course will help you
get a clear picture of yourself by exploring your
strengths and weaknesses, your thinking and
feelings in relation to others. It will also help you
to define your goals at work and in life, and your
potential to achieve them.

YOU WILL LEARN HOW TO

#» Define what self-management is all about;
» Assess how well you manage yourself;
» |dentify ways to make your thinking more
penetrating and creative;
* Describe how feelings are an essential part
of working life;
Identify ways to enhance your
understanding of feelings;
Describe ways to work on your personal
drive;
Describe ways to manage your learning
and personal change to develop the
capbilities you will need to stay effective.

WHO SHOULD ATTEND

The Becoming More Effective course is designed
for those who manage groups of peaple, including
business owners of small and medium sized
enterprises (SMEs) as well as managers at any
level of an SME.

L1 Course Content

1. The Need to Be Effective
What is Effectiveness?
Why do Managers Need to Be Effective?

2. The Ways to Be Effective
Positive Attitude and Behavior
Self-Assessing Effectiveness

Choosing Personal Development Method
Implementing Self-Development Plan




Personal Productivity Skills

Communicating

Effectively

COURSE OVERVIEW

Being more effective in communicating at work
enables you to influence others to achieve more
impressive results for your company. This course
focuses on developing your communication skills
in formal and complex situations, where groups
of people are involved. It helps you to improve
your communication skills—the essential ones of
a manager, by giving you tips on how to effectively
give and receive feedback, deliver presentations,
and conduct meetings.

YOU WILL LEARN HOW TO

Identify the causes of communication
problems at work;

Explain the factors that influence the
communication process;

Identify the forms of communication;
Describe channels of communication at
work;

Give job instructions;

Give and receive feedback;

Deliver an effective presentation by using
verbal and non verbal language;
Participate in and conduct a meeting
effectively.

WHO SHOULD ATTEND

The Communicating Effectively course has been
designed for those who manage groups of people,
including business owners, top management, and
all managers within small and medium sized
enterprises (SMES).

Ed Course Content

1. The Nature of Communication
What is Communication?

The Elements of Communication
Factors Influencing Communication
-Personal Perception

Forms of Communication

Verbal and Non-Verbal Body Language
and Space

Communication Channels

2. Job Instructions and Feedback
Forms of Instructions

Giving Instructions

Feedback

Steps for Giving Feedback

Rules for Giving Negative Feedback
Rules for Receiving Feedback

3. Delivering Effective Presentations
Structure of a Presentation

Preparing an Effective Presentation
Presenting Effectively

Visual Aids

Handling Questions

4. Effective Meetings

Why Hold Meetings?

What is an Effective Meeting?
Roles of Meeting Participants
Skills Needed to Chair Meetings
Handling Difficult Situations
Brainstorming

The Six Thinking Hats

Mind Maps




Personal Productivity Skills

Managing

Time

COURSE OVERVIEW

Have you ever wished you could have more time?
We all know time is a limited resource and when
we lose it, it can never be replaced. Out of the
tremendous resources available to managers,
time is the most precious and hardest to use
wisely. But it is possible to achieve more if you
can make timework for you.

YOU WILL LEARN HOW TO

#» |dentify ways of increasing your efficiency
and effectiveness through better time
management;

» Differentiate between the demands on your
time and set your own priorities;
Realize more of your goals by using your
time more effectively;

Analyze the problems of time management
and decide how to deal with them.

WHO SHOULD ATTEND

The Managing Time course is designed for
business owners and managers as well as
members of the boards of small and medium
enterprises (SMESs).

Ed Course Content

1. Where Does All the Time Go?
What is Time?

What is Time Management?

Time Stealers

2. The Process of Time Management
Define Goals and Objectives

Action Steps

Priorities

Scheduling your Work

3. Manage the Work Place
Managing Paper

Managing Phone

Managing Meetings

Managing Desk

4. Planning a Project
What is a Project?
Action Plan for a Project




