Corporate Effective
Time, Task, And Work
Planning Training

Drive Team Excellence With Systematic
Organization And Optimal Productivity
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The Productivity Paradigm Shift

Task Overload Systematic Optimized

Organization Efficiency
Time-wasting
activities, workflow

Consistent deadline
management, high-

Expert-led
implementation of

inefficiencies, and task prioritization, impact focus, and
conflicting priorities process streamlining, maximized
leading to missed and effective goal organizational
deadlines. setting. performance.
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Program Essentials And Scale

Course Duration

6 - 8 Hrs.
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Delivery Format

Instructor-
Led Group
Training.

Modalities

Virtual,
On-Site, Or
Off-Site.

&

Global Reach

10,000+
Trainers

Globally.

NaR

Validation

Course
Completion
Certificate.
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The Capability iz
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Structured Competency Development

Phase 1: Foundation

Module 1

Getting Organized With Your
Time, Tasks, And Office
Systems.

e

Phase 2: Execution

Modules 2 & 4

Achieving Results Through
Planning, Prioritizing,
Delegation, And
Collaboration.

et

Phase 3: Resilience

Modules 3 &5

Overcoming Workplace
Challenges And Establishing
Successful Self-
Management.
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Phase 1: Systematizing Core Workflows

Time Management
Fundamentals

(Understanding importance and
exploring techniques)

Office Systems Task Management
Optimization | Getting Strategies
(Streamlining tools and Organized (Prioritizing based on urgency
technologies for office organization) and importance)

Efficient Management
Systems
(Implementing systems for
managing tasks efficiently)

(edstellar




Phase 2: Collaborative
Planning And Execution

Ad-hoc
planning

Assessing
urgency

Unclear
delegation

Inconsistent
results

Structured
delegation

Achieved
group goals

Execution Concepts

1. Action Plan Creation
2. Prioritization Frameworks

3. Constructive Delegation
Techniques

4. Clear Collaborative
Communication Channels
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Phase 3: Adaptability And Self-Management

Continuous Self- Smart Goal Setting

Development Plans \ / CEAMRINOTICR,

Enterprise
Resilience

Corrective Planning Procrastination
Actions. Mitigation Strategies.
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Core Competency To Business Value Mapping

Skill Domain Professional Application Business Outcome
B B i Optimizing Workflows And Enhanced Cost-
| J Reducing Waste Effectiveness
e Verbal And Written Fostered Cross-Team
Communication ” : s ;
Information Alignment Collaboration
s Adjusting To New Effective Problem-Solving
Agdpimily Operational Conditions And Innovation
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The Enterprise Value Transformation

Upskill Teams In Task
Prioritization

Equip Professionals
With Planning Tools

Learn Time Management
Techniques

Develop Deadline
Management Skills

Collaborative
Learning
Environment

Focus On High-
Impact Activities

| Better Operational
Efficiency _

Optimized
Productivity Metrics

Balance Competing
Priorities
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Target Audience Alighment

rt Executive Assistants, HR
Coordinators, Training Coordinators.

Enterprise Suppo

Team Leaders, Office Managers,
Administrative Assistants.

Team Coordination

Operational Executors

Project Planners, Project
Coordinators, Event Planners.
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Virtual Live
Instructor-Led

e Seamless schedule
integration

« Consistent global quality
* No travel required.

Flexible Engagement Formats

On-Site
Face To Face
e Tailored workplace

environment

» High engagement
interaction

» Direct hands-on process
demonstration.

Off-Site

Face To Face

e Distraction-free
environment

e Improved team bonding
activities

* Boosted employee
morale.
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Proof of Impact

“The Effective Time Task & Work Planning training provided me
with comprehensive capabilities that elevated my expertise. As
a Senior Software Engineer, | needed to understand advanced
methodologies deeply, and this course combined with
interactive labs gave me hands-on experience with industry

best practices.”

Gabriel Bradley
Senior Software Engineer
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Enterprise Scale And Delivery Capability

Delivery Capability Language Support
100+ Countries 10+ Languages
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Transform Organizational
Productivity With Edstellar

l Certificate of Completion |

Awarded to: [Recipient Name]

For: [Course Title] contact@edstellar.com
edstellar.com

Get your team members recognized and
validate their acquired skills to drive
immediate performance gains.

Edstellar Global Training

Date: [Date] @J/

Date Credentia

e
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