Course Duration: 2 Days

Practice Effective Personal Management
at work and meet datelines!

Frequently Asked Questions

1. Are you sick and tired of being over loaded at
work?

2. Do you want to control your time and get
more done in your day?

3. Would you want to perform the tasks
planned, in order to achieve the goals set?

We have a solution!

The most common complaint is that there simply aren't enough hours in the day or
days in the week to get all the tasks done. There are strategies and techniques
that will help you achieve more, faster and with less stress!

You deserve to get control of your time!

AThe Effective Personal Management workshop will give you the tools to
hel p you accomplish your most i mport a

These days, just holding on to a job can feel like a triumph. How do you thrive at
work and actually have a full, rewarding personal life too? The fact is most working
individuals are working longer and longer hours. Eventually, accumulated stress
affects both their work and life.

Who Should Attend?

Managers Senior Staff Executives Supervisors
Secretaries Personal Assistant Administrator

All staff who would benefit from managing time effectively and consequently being
more productive.

For more information, please contact
IDC TRAINING HOUSE SDN BHOEL: 0956 5126 WWW.IDTRAINING.COM

HRD Approved AClass A0 Training Provider (s



Using your time wisely is one of the best investme nts
you can ever make; it pays tremendous benefits!

Course Objectives

VvV Show you how to increase your personal productivity by 15-20% and reduce work time by 20-30%.

V Help you find an additional 2-3 hours per day to work on important goals and high payoff activities that you
currently dondét have time for now.

V Demonstrate an effective system for managing all the commitments and promises that you are making and
accepting every day so that nothing is overlooked/misplaced.

V Encourage you to become more proactive & better balanced.

V Significantly improve your effectiveness and productivity.

Course Outline

DAY 1

Principles of Effective

Personal Management

§ Effective vs Efficient?

§ "Crisis Mode" Management vs "Proactive" Manage-
ment

"Making Time" vs "Finding Time"
Pareto Principle: The 80/20 Rule

High Pay-off Activities

Urgent vs Important

Not Urgent vs Not Important

The Numbers Game

Benefits of planning and setting Goals
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Planning and Setting Goals
Mission/ Purpose
Planning and Organizing
Goal Planning

Yearly Planning

Monthly Planning
Weekly Planning

Daily Planning
Affirmations
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DAY 2

Planning and Organizing

§ Meeting Planner

§ Delegation Plan

§ Communication Planner

Becoming a Total Person & The Wheel of Life
§ Wheel of Life

§ Putting the Wheel to Work

§ Master List of Goals
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Course Duration: 2 Days
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Helen Seibthas accumulated more than 15 years experienc: x_/) 5
leading companies and handled various roles including Te r
mg,_Traln the Trainer, Consultancy, Counseling, Managem MALAYSIA
Business Development, and others.
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b

Having been through numerous hardships, Helen transformed her business
from a small language center into a Group of Compahegsncorporate busi-
nesses infraining, Engineering, Plant Technology, and Flora & Fauna. Be-
sides being a woman entrepreneur, Helen is also a mother who spends her
guality time with her children, a wife, a backpacker, an executive, a social ac-
tivist, a counselor, and one who impact lives of many others.

Despite the various challenges in work and life, nothing can stop her from
moving furtherWe are all given 24 hours a day, thus Hddefieves thabne
should have no excuses but to move on and fully utilize time to achieve
what we truly desire.

Due to the hardships that Helen has put in, Helen has recently w&miie
Recognition Award 2009, Woman Entrepreneurs Awardthat is being
awarded by SMI Malaysia.

In her years of experience, Helen has conducted various talk/charity such as;

1T ASave Adi k Nabi FWisma MGAKuadlatLymp®e mi nar

1 Free Motivation Talk Seminar to Standard 6 studeABIIT School

1 Globalization Management Forum 200Beijing

T Speech on fASuccessful Stories
- University Kebangsaan Malaysia (UKM)

1 Invited Guest Speaker for a Motivational Talk to a group of sin
mothers organized by MCA Beliawanis

1 Volunteer Work during Chinese New Year 200%hina

By practicing the Effective Personal Management skills, Helen is abld
achieve a more balanced life in our Wheel of Life and become a Total Pe
She is enthusiastically sharing her knowledge and experience with&==
ers to help thenmcrease their productivity & motivation . Indirectly, these ;
help to enhance organizational performancetoo. AN

Disregard of the race, gender, culture or any aspects, her affirmation i
and to others js

Anlf you want RAI NBOW, you got ;
To get what you never had, you must do what you h:
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