MICROSOFT 365 & Al TRAINING

MANAGING

in disorganization and disruption. This workshop shows
you how to organize your workflow, prioritize effectively,
manage your time, delegate with confidence, and take
control of the things that derail your productivity.
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Live Virtual
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@ OVERVIEW

This practical workshop helps you make the most of

L]

your time by getting a grip on your workflow, organizing
your physical and digital workspace, creating a system
to track all your priorities, and effectively delegating
tasks to others.
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WHO THIS COURSE IS FOR

Employees, managers, administrators, and professionals
handling multiple responsibilities.

People who want to improve focus, organization,
and productivity.

Teams and individuals seeking practical strategies
to manage priorities and achieve goals.

Once you've completed this training, you will:
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GUIDED PRACTICE
Practise time management and productivity
techniques in realistic workplace scenarios.

CUSTOMIZABLE ;O% PRACTICAL
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Tailored to your organization

Real-world strategies and

UNLIMITED POST-TRAINING EMAIL SUPPORT
Get expert answers and practical guidance
whenever questions arise after the course.

IMMEDIATE IMPACT
4 Apply your new skills
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and industry.

immediate application.

immediately.



