Suitable for

Those who want to increase their productivity and effectiveness, gain greater self-awareness, build their professional
reputation and credibility, and work successfully with a range of people.

Course Description

You will gain a comprehensive set of skills that helps you stay focused, work effectively with colleagues, develop your
networks and expertise, and build your reputation for delivering results. This course gives you the skills and tools you need
to handle everyday practical problems.

Course OQutcomes

e Apply proven skills to stay focused, work effectively and develop your networks and expertise
e Get results working with different and difficult personality types

e Maintain focus in pressure situations

e Build and leverage your professional reputation

e  Work productively within your organization's political environment

Course Content

INTRODUCTION
e Key characteristics of professional people
e The components of personal effectiveness

REALIZING YOUR STRENGTHS AND FULFILLING YOUR POTENTIAL
A. Evaluating your aptitudes, personal style and development areas
e Applying the Multiple Intelligences Model
e Profiling your preferred personal style(s)
e Uncovering the talent paradox
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B. Working to your strengths

e Assessing natural talents and personal values
¢ The influence of intelligences on personality
e Recognizing the effects of personal styles

BUILDING YOUR PROFESSIONAL EFFECTIVENESS
A. The core elements of professional excellence
e The three Rs of personal effectiveness
e Operating with ethics and integrity

B. Developing your professional power
e Recognizing the source of your personal power
e Adopting a proactive approach to building your power

WORKING PRODUCTIVELY WITH OTHERS
A. Enhancing your thinking tool set
e Revealing limiting beliefs and personal restrictors
e The dynamics of human interactions
e Enhancing your emotional intelligence

B. Interpreting behavior and language to understand motives and intentions
e The importance of difference in productive working
e Building effective mental models
e Managing different personal styles

ACHIEVING RESULTS IN PRESSURE SITUATIONS
A. Working together to get results
e Identifying important players in your work environment
¢  Working with difficult coworkers
e Countering corporate game-playing

B. Making meetings work for you
e Keeping your meetings constructive and professional
e Taking personal styles into account during meetings
e Adopting a collaborative approach
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BUILDING YOUR PROFESSIONAL REPUTATION

A. Amplifying your effectiveness by networking
Reaping the benefits of networking for purpose
Enhancing your personal influence

Building and managing your networks proactively
Crafting your personal brand

B. Demonstrating political intelligence
e Assessing your level of political intelligence
e Being political with integrity
e Navigating the power and politics in your organization

C. Managing disagreement productively
e Being assertive without aggression
e Defusing disagreement with active listening
e Dealing with more serious disagreement

CREATING THE RESULTS YOU WANT
A. Harnessing the power of positive psychology
e Seeing stress as a gift
e Building short-term coping mechanisms
e Developing mental toughness

B. Assembling a personal success strategy
e Aligning strengths and purpose
e Finding balance with the Wheel of Life
e Choosing to become the best that you can be

SETTING THE FRAMEWORK FOR SUCCESS
A. Choosing your personal and professional future
e Learning from successes and setbacks to build excellence
e Creating big picture goals
e Addressing resistance and established patterns

B. Committing to action
e Crafting your blueprint for professional effectiveness
e Addressing the journey to excellence continuum
e Presenting your personal statement of commitment
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Other Details:
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Payment to be made within 15 days from the date of the invoice.

All payments must be made by cheque/online transfer etc., drawn in favour of Sieger Training Consultants Pvt. Ltd. Sieger will charge on INR basis only.
Overseas clients will have to take care of all the training materials directly as briefed by Sieger Training. However, Sieger can procure some (which can be
transited) not all, on behalf of the client but any additional charges for custom clearance has to be taken care by client only.

Facilitators Travel & Food have to be taken care by the client

Clients will have to arrange LCD, Speakers, Mike on their own.

Cancellation of confirmed programmes shall be intimated one week in advance else 50% of the total charges shall be applicable.

Client will recognize the intellectual property rights of Sieger Training and such materials are not to be copied without prior written approval of Sieger Training.
Take all responsible steps to hold all Sieger Training copyrighted materials confidential to Client.

Guarantee that no training will be conducted using Sieger Training concepts or material is carried out for employees of Client and Client shall not use Sieger
Trainer's without the knowledge of Sieger Training Consultants (P) Limited.

Ensure that any materials of Sieger Training supplied to internal employee(s) are retained by Client and or returned to Sieger Training in the event that the
employee(s) ceases to be employed by the company;

Ensure that no substantive modification of course design or content occurs without the prior written permission of Sieger Training, which shall not be withheld
unreasonably;

Treat this agreement as confidential and not divulge its contents to third parties;

Inform Sieger Training of any internal procedures for the payment of invoices.

Follow us on

00000060

Let’s Stay In Touch Click Here To Subscribe SIEGER TRAINING INDIA Workshop Updates
Copyright (C) 2015, Sieger Training Consultants (P) Limited, All Rights Reserved.
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