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PHOENIX TS

Managing Multiple
Priorities
Due to Covid-19 safety restrictions PhoenixTS will temporarily be unable to provide food to our
students who attend class at our Training Center; however, our Break Areas are currently open
where students will ﬁnd a constant supply of Coﬀee, Tea and Water. Students may bring their own
lunch and snacks to eat in our breakrooms or at their seat in the classroom or eat out at one of the
many nearby restaurants.

Course Overview
Time is money, the saying goes, and lots of it gets lost in disorganization and disruption. We also deal with
a constant barrage of technology, people, and tasks that can contribute to that disorganization. Many
people ﬁnd that they switch from one task to another, trying to get everything done In this 1-day instructor
led training you will learn how to make the most of your time by getting a grip on your workﬂow and oﬃce
space, using your planner eﬀectively, and delegating some of your work to other people.
By the end of this course, participants will be able to:
Better organize yourself and your workspace for peak eﬃciency.
Understand the importance of, and the most useful techniques for, setting and achieving goals.
Identify the right things to be doing and develop plans for doing them.
Learn what to delegate and how to delegate well.
Take control of things that can derail your workplace productivity.

Schedule
Currently, there are no public classes scheduled. Please contact a Phoenix TS Training Consultant to
discuss hosting a private class at 240-667-7757.

Course Outline

Module 1: Course Overview
Module 2: The Power of Change
Muddle 3: Changing Our Perspective
Module 4: Setting Goals
Module 5: Planning Tips and Tricks
Module 6: Setting up a Routine
Module 7: Doing it Right
Module 8: Putting an End to Procrastination
Module 9: Getting Organized
Module 10: Organizing Your Files
Module 11: Managing Your Workload
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Register

Starting at

$1,095

ATTENTION
For GSA pricing or Contractor quotes call
240.667.7757

Price Match Guarantee
We’ll match any competitor’s price quote. Call us at 240-667-7757.

