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This Master Class is aimed at anyone at any level within the
organisation who wish to gain control of their working life in an
environment of ever increasing demands and pressures.

With the accelerating change of the twenty first century, personal organisation and time management skills are at the top of the
personal development tool kit. This course is designed to relate effective personal organisation to the achievement of business
objectives, key tasks and jobs. Consideration is given to time management issues, personal effectiveness and self assessment.

Delegates will be introduced to the concept of urgent versus important, learn how to deal with interruptions and develop a personal
time management action plan to implement when returning to the work place.

To develop and maintain a level of personal organisation which is vital in the achievement of internal & external 'customer satisfaction'
To improve individual effectiveness & efficiency
To raise collective 'productivity'
To reduce personal 'stress' - the root cause of a high level of absenteeism

The core concepts of 'quality' and how they apply in every aspect of administration
To identify and address those areas which have an adverse effect on effectiveness and efficiency
How to set up effective systems manual & electronic
How to effectively plan and set priorities
How to deal with procrastination
How to take the stress out of deadlines
How to Set up their own time management system
How to prioritise tasks and set clear SMART goals
The difference between efficiency and effectiveness
How to delegate more easily and effectively
How to manage interruptions and handle disruptions
How to organise and conduct an efficient and effective meeting


