
IS THIS FOR YOU?
This course is open to all, but is ideal for those working, or looking 
to work as Team Leader, Supervisor, Manager etc. It’s also great if 
you’re a business looking to inspire your management team to help 
improve overall business efficiency. 

ABOUT THIS COURSE
Productivity within the workplace is the key to success. By reviewing 
working methods across different areas the difference in quality, 
efficiency and output of work can be remarkable.

This flexible, online course gives you all the tools you need to 
become more productive both personally and professionally 
through a series of interactive courses designed to analyse different 
areas where efficiency is key.

Inspire yourself, and as a result your team, to become more efficient 
and productive through renewed working methods.

In this Productivity training series there are five lessons. 
You’ll cover the following:
• The Art of Communication: including 

communication basics, presentation skills, 
productive meeting tactics. 

• The Art of Stress Management: including 
recognising stress, coping with stress, building 
mental fitness. 

• The Art of Organisation: including why you should 
get organised, challenges to being organised, 
procedure implementation, staying organised!

• Attitude for Success: looks at assessing your own 
attitude, tips on adjusting attitude. 

• Manage Time: Looks at where you spend time, how 
to stop wasting time and taking control of your 
time and using it to the best advantage.

Productivity Series
This online training programme looks at key areas of where you can increase your 
productivity - in communications, being organised, time management and more. 

AIMS AND OBJECTIVES
By the end of this course you will be able to understand the 
importance of organisation and time management and their 
impact on productivity and success levels, thereby enabling you to 
maximise your time and effort for best results, you’ll also be well 
placed to better communicate your ideas and thoughts.

PRE-REQUISITES
There are no pre-requisites required.

CAREER PATH
This course is all about increasing your productivity and ultimately 
the businesses efficiency. Great to undertake if you’re keen to work 
as a Manager, Team Leader or Supervisor. Also great if you’re a 
PA or EA so that you can showcase your dedication to being as 
efficient as possible.

COURSE DURATION: AROUND 5 HOURS
(Actual course duration will vary from individual to individual, 
based on prior skills and application).

CPD POINTS: 5
(Awarded CPD points upon successful completion).

To find out more about this or any 
of our courses, speak to one of our 
course advisors.

To discuss your current skills and aspirations call:

0333 200 1310
or visit: pitman-training.com

To discuss your current skills and aspirations call:

 263 8644 221029
or visit: www.pitman-training.co.zw


