LIFE AND LEADERSHIP SKILLS

How to Succeed in Life Without Really Trying -

Developing the Leader Within You

Program Overview

Ever wonder why some people always seem to get all the breaks while others lives are
stuck in neutral? Everyone possesses the ability to make their life better — they just
need to understand how to effect positive change for themselves and others.

This workshop is designed to assist participants in the understanding the fundamentals
and quality expectations of leadership and how leadership affects all aspects of life.
With the right attitude and perspective, anyone can become a person of influence.
Participants will develop an understanding and develop the leadership skills necessary
to manage through their own transitions as well as assist others through difficult times of
change.

Program Objectives
At this program's conclusion, participants should be able to:

| Understand the role and responsibility of a leader regardless of title and
position.

[ Identify the behaviors that make individuals leaders in both their professional
and personal lives.

I Learn to utilize leadership skills to enhance relationships and motivate those
around them.

I Learn how to set realistic expectations for themselves, their employees,
internal and external customers, and management.

[ Understand the importance of maintaining a positive attitude and recognize
how negative behavior can impact performance.

I Encourage participants to make a positive difference for those they influence.
I Understand and positively effect change for themselves and others.

[ Identify the stages of transition and the emotional impacts that change brings.
i Develop strategies for coping with change.

I Look at change as an opportunity for growth and improvement.

At the program's conclusion, participants will have an understanding of how they can develop
and utilize leadership skills in their personal and professional lives to improve their quality of life
and influence others. They will also have gained insight into the world of change and how to
better prepare themselves for and cope with changes that will inevitably happen.

Course Length: ¥ Day
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It’s About Time - Time Management and

Organizational Skills Training

Program Overview

“Until you change the way you work at things,
So much to do. So little time. This workshop is designed to help participants develop an

effective time management plan that will work for them: understanding the value of time,

proven ways to get the most out of a day, how to balance work and home, techniques

for eliminating time wasters, how to conquer procrastination, and more. Participants will

have the ability to evaluate effective time management systems and consider the best

alternatives that will assist them in becoming more organized and productive in

achieving their personal and professional goals.

Program Objectives
At this program's conclusion, participants should be able to:
I Understand the basics of time management.
I Understand the impact of urgency and be able to control it.
[ Define what is important.
i Develop long range, medium range, and immediate goals.
[ Develop SMART goals.
I Recognize and avoid roadblocks to accomplish tasks.
[ Prioritize and schedule key tasks.
i Develop habits for success.
[ Recognize the importance of delegation.
i Identify time wasters and keep them under control.
i Know how to create work life balance.
I Identify and implement a time management system that works for them.
[ Create an action plan that effectively prioritizes and manages tasks.

Program Length: Full Day
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It’'s a GPS, It’'s an MP3,It’s WiFi.... It’'s Confusing!

Overcoming Technology Paralysis

Program Overview

Someone in their infinite wisdom, just bought you a great gift of the newest technology craze; or
worse, your boss just handed you a Blackberry and told you that you have to use it effective
immediately. Great! You just experienced your first panic wave.

This workshop is designed to assist participants in the understanding the basics of new

technology. From the internet to | Pods to Blackberries, participants will learn the very basics of
understanding computer lingo and the gadgets available out in the real world. We will look at

what they are, how to use them, and how to get the information that you want into them. This is

a session for those who can find the on button bu
worry i f you can’t fi ratoohe on button; we’ll <cove

Program Objectives
At this program's conclusion, participants should be able to:
E Understand the basic terminology and acronyms
will have a reference list to take with you)
E Understand the basics behind the following:

o WiFi

o Cell Phones

0 Bluetooth Technology

o Onthe Web: You Tube, Blogging, Podcasts, Search Engines

o GPS (you’ Il even know what it stands for)
o PDAs (you’ll know that, too)

o0 HDTV and Home Theater Set Up

0 And anything else you have questions on in the end — time permitting

Course Outline

Demonstration Please!

It s all hands on. We wil/| |l ook at the technology
outs to refer to. If you know how to turn on the gadget and use it, you should not attend this

training. We will look at it, use it, demonstrate what to do, and give you lots of reference guides

and resources to carry home to use as soon as you sit down to solo.

Hopelessly Devoted to You T Questions and Answers

Bring your gadget and bring your questions. This portion of the session will be devoted to you.
Open forum for questions and answers that have not been addressed in the first part of the
workshop.

Program Length: 1/2 Day
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