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Personal Effectiveness Workshop
“Your attitude, not your aptitude, will determine your altitude.” 
— Zig Ziglar
                                   


	
Workshop Objectives

· Strengthen workplace effectiveness through professional communication practices 
· Build ownership mindset and proactive workplace accountability 
· Improve collaboration through interpersonal and stakeholder management skills 
· Enhance productivity through goal setting and prioritisation techniques 
· Develop professional presence through business etiquette and communication

What this module contains 
· Understanding Personal Effectiveness 
· Positive Workplace Attitude 
· Ownership and Accountability 
· Circle of Control Framework 
· Solution-Centric Approach 
· LADR Communication Model 
· Active Listening Techniques 
· Open and Closed Questions 
· Clarification and Reconfirmation 
· Email Etiquette Fundamentals 
· Professional Email Writing 
· Assertive Communication Practices 
· Aggressive vs Passive Communication 
· Interpersonal Effectiveness Fundamentals 
· Team Collaboration Skills 
· Stakeholder Management Matrix 
· SMART Goal Setting 
· Urgent Important Matrix 
· Time Management Practices 
· Professional Grooming Standards 
· Body Language Fundamentals 
· Business Card Etiquette 
· Professional Introduction Techniques 
· First Impression Management
· Top of FormBottom of Form
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