
 

 

 

 

 

 

 

 

 

Workplace Priorities  

 
In this training program we aim to empower your team with the skills to effectively prioritize their work. 

By recognizing their strengths and weaknesses teams will be able to collaborate and make an impact, on 

both their performance and your company’s success in a competitive market. 

 

 

This course has been thoughtfully designed to help your teams enhance their abilities and achieve their 

goals efficiently. We will cover topics such as time management the fundamentals of teamwork and 

implementing organizational systems. These learnings will enable participants to organize their work at 

both the team and individual levels. 

 

 

 

 

 



Course Overview 

The day will commence with an introduction of the participants followed by a discussion about the 

agenda for the workshop. Participants will also have the opportunity to define their learning objectives. 

 

 

By the end of this one-day workshop participants will have gained; 

 

• Proficiency in workplace organization. 

 

• Key communication skills. 

 

• A solid understanding of time management principles. 

 

• The ability to delegate tasks effectively. 

 

• The capability to create plans for term as well as long term goals. 

 

Effective Workplace Organization 

Efficient workplace organization is a skill for professionals. During this session participants will learn 

techniques on how to place items, in locations while developing a sense of where things belong. This not 

improves adaptability. Also boosts energy levels. 

 

Important Communication Skills 

Having communication skills is crucial, for saving time and ensuring instructions. Employees will learn 

how to express orders in a concise manner while leaders will gain insights into communication 

techniques such as memo writing, body language and using concise language. 

 

Understanding the Basics of Time Management 

Time management is a skill for professionals who want to succeed. Participants will learn the aspects of 

time management including techniques that help them take control of their tasks. By the end of this 

training, they will be able to adapt to the changing nature of the workplace. 

 

Skills for Delegating Tasks 

This session will provide participants with the ability to identify and solve problems while making the 

most of their capacity, for learning. 

 

Developing Plans (Short term and long term) 

Through engaging activities participants will enhance their planning skills placing emphasis on high 

quality discussions and retaining information effectively. 

 

Wrapping Up the Workshop 

At the end of the workshop participants will have an opportunity to ask questions and create an action 

plan to apply what they have learned in their work. 

 

 

Visit https://paramounttraining.com.au for more information or call 1300 810 725 
 


