
FORMAT 
Series of seven online lessons. Complete the lessons, 
download tools, apply tools to your work situation.

TARGET AUDIENCE
Key professionals, service professionals, lead workers, 
managers, supervisors, team leaders. Anyone who is 
ready to take their game to the next level.
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Organize yourself, your work, your workspace, and your time. Learn key tips for creating focus, doing less, 
accomplishing more, and spending less time doing it all. This series will provide you with practical tools that you can 
begin using immediately where you work. Learn a little, apply a little, improve a lot. There is no better way to learn.

The PERSONAL PRODUCTIVITY TOOLS virtual workshop series provides practical tips and tools for accelerating 
success within your role as a workplace leader. Gain clarity. Define success. Set your plan. Create clear focus. Use goals 
to turn action into results. Analyize and improve work processes. Organize your workspace. Maximize your time. The 
learning and improving is up to you, but we will give you the tools to make it happen.

V I R T U A L  S E R I E S

• Define success for your current role.
• Create laser focus.
• Instill accountability from within.
• Streamline your workflow processes.
• Enhance your workspace.
• Optimize your time.
• Utilize your personal productivity toolbox.

YOU WILL LEARN HOW TO:

LEARNING PROCESS:

• Complete Each Online Lesson
• Use Your Workbook as a Guide
• Receive Coaching and Support
• Ask Questions 
• Share Best Practices
• Discuss Key Learning with Associates

LEARN

APPLICATION

• Apply What You Learn
• Download the Online Tools
• Complete Application Assignments
• Check in with Your Facilitator
• Track Results
• Adjust Templates to Your Situation

DO

• Check in with Your Facilitator
• Track and Communicate Results
• Ask for Feedback
• Check in with Your Coach
• Share Your Success
• Continue to Learn and Improve

CHECK

P E R S O N A L 
P R O D U C T I V I T Y 

T O O L S
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V I R T U A L  S E R I E S

This series of online lessons and acompanying 

application assignments will help you learn key tips 

for creating focus, doing less, accomplishing more, 

and spending less time doing it all. These lessons 

will provide practical tools that you can begin using 

even before the lesson is over.

LESSON 1: OVERVIEW  

This first session will provide you with a thorough overview 
of the entire series. It will also introduce you to the Personal 
Productivity Roadmap. 

After this session you will be ready to maximize your learning 
experience and apply proven tools in your job. 

LESSON 2: CLARITY 
Clarity creates focus and enables alignment, energy, and 
execution. The lack of clarity creates distraction, diffusion, and 
derailment. 

This session will help you clarify your role, your goals, and your 
operating philosophy.

LESSON 3: ACCOUNTABILITY 
Personal accountability is the foundation for professional 
productivity.  It is not something we either have or don’t have; 
but rather something we work on everyday. And it cannot be 
mastered in the classroom. Your daily decisions and actions are 
your accountability lessons. 

This session provides the tools to examine and improve your 
own personal accountability. 

LESSON 4: WORKFLOW
We all have workflow processes (the series of steps or 
activities that we employ to produce our product or service). 
Understanding, managing, and improving those workflow 
processes will enable us to do more with less, or perhaps do 
less with less, and yet still accomplish more. 

This session will give you the tools to analyze and improve the 
workflow processes that are most essential to your success. 

LESSON 5: WORKSPACE 
Your workspace has a big influence on your productivity. It 
either helps or hinders your workflow. It's also a reflection of 
you as a professional. 

This session will give you the tools to assess and enhance your 
workspace, thereby increasing your productivity. 

LESSON 6: WORKTIME 
Time is one of your most valuable resources. Productivity 
comes through finding ways to optimize your time in doing 
the right things and doing them well.  

Optimizing your time means planning your tasks and activities 
so that you have the best chance to achieve what matters most 
in the timeframe you have to work with. 

This session will give you the tools to analyze and optimize 
how you use your time. 

LESSON 7: EXECUTION 
In the end, it's all a matter of how well you implement the 
learning and tools provided. This session will help you set a 
pattern for ongoing application of what you have learned. 


