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Boost Your Productivity at Work

Increase Your Memory, Improve Your Reading, and Speak Clearly

I ntroduction

This training program on "Boost Your Productivity at Work™ will teach you effective
methods for reading books and documents, recalling key information, mind mapping,
using creativity to problem-solving, presenting your ideas, and cooperating with others.

It attempts to assist you in updating and renewing the fundamental abilities that are
necessary for everyone to succeed in the modern workplace. Simultaneously, it
encourages you to consider the personal assets you provide the company (thinking
beyond the job description) and provides guidance on how to create adaptable,
successful methods for managing data and interpersonal interactions.

This training session on Course N Carry will emphasize:

How to manage information overload more skilfully

Methods for fostering innovation and creativity at work

Memory tricks to aid in recalling crucial details

How to effectively communicate your ideas during meetings, chats, and presentations
How to acquire the fundamental abilities need to advance your career

Objectives
This instruction program seeks to:

¢ Assist in the development of your innovative, creative, and problem-solving techniques at
work.

Assist you in developing your capacity for interpersonal interaction and teamwork.
Review and strengthen your daily note-taking, reading, and remembering abilities.
Revise your perspective on time management and goal-setting.

Boost your productivity at work

Training M ethodology

This training program, " Boost Your Productivity at Work," combines theory, "hands-on"
practice, and reflection. There are many opportunities to assess comprehension and
collaborate with others. You'll be offered a variety of tools and strategies to support your



future development as well as an opportunity to assess your present strengths and
areas for improvement. This is a useful, engaging, and fun training session.

Organizational impacts
Delegates to organizations should anticipate:

¢ Increase their degree of effectiveness

Have faith in their capacity to manage an abundance of information.

Have honed techniques for taking notes and reading comprehension

Improve time management to save resources and time.

Enhance their capacity for independent thought, teamwork, and action planning

Per sonal | mapct
Attendees can anticipate:

e Acquire quick, efficient memory, note-taking, and reading abilities (using mind mapping)
e Work on your ability to communicate concepts.

¢ Acquire basic time management and goal-setting skills.

e Acquire critical thinking techniques for problem-solving

¢ Boost confidence and self-belief while working independently or in a group.

e Recognize the value of collaboration and what you can do to enhance it.

Who should attend?

With the help of this Course N Carrt Boost Your Productivity at Work training course,
everyone may update and renew the fundamental skills required for success. It will be
quite helpful for a variety of professionals, but in particular:

e Experts in Management

PR, HR, and Marketing Experts

Sales Associates

Everyone looking to increase their productivity at work
Participants in project teams or groups

Course Outline

Day 1

Innovation & Creativity at Work

e Self-evaluation: Your Individual Workplace Strengths and Weaknesses
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Discover How to Use Mind Mapping: This amazing tool for planning, taking notes, and being
creative

What is the difference between creativity and innovation?

Obstacles to Original Thought

Four Main Areas of Attention for Workplace Creativity

Day 2

Interactions and Collaboration

e Communicating Your Message: Select the Right Words for the Right Situation

An Easy-to-Use Template for Arranging and Scheduling Your Thoughts

Collaborating in Teams

How teams change over time and what you can do to support a team in achieving its goals?
Handling Challenging Individuals

Day 3

Reading Techniques

Considering the Reading Process (determining your present proficiency)

Reading as a Thoughtful, Conscious Process

Reading Confidently, Reading Slowly, and Reading Quickly

Increasing Effectiveness by Combining Mind-mapping Techniques with Reading Strategies
Enhance Your Reading by Gaining Knowledge of "business writing" Techniques

Day 4

Time Management as a Conscious Decision

Time Management: Establishing a Reliable Daily Schedule

Planning: What's required of you? & Setting Priorities (What Should You Do First?)
Using Your Diary to Connect Plans and Priorities to Get Results

Handling Distractions and Interruptions

Striking a balance between home and work life

Day 5

Your Individual Skill Set: Completing the Picture
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The Principles of Memory

Employing a Memory Scheme

Managing Data Overload

Self-evaluation: Your Individual Workplace Strengths and Weaknesses
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