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Managing time and Workload

Facilitated by Eric Leape from Berrico Consultants.

Wednesday 21 August 2019
9.30am-12.30pm, followed by lunch
Fenner Seminar Room, Frank Fenner Building 141

This workshop is relevant to anyone who is interested in further developing their time and workload
management skills. Participants will be encouraged to identify strategies and actions that will make
them more productive as an individual and a team. The pace will be fast, focusing on the needs of
the participants attending the course.

About the workshop

If you want something done, give it to a busy person! But what happens when that person is
overloaded with so many tasks that they simply find it hard to 'fit in' additional requests or extra
tasks? Include the complexity of working on long-term research projects and/or managing
laboratory staff, then personal time management skills become paramount.

Constantly, people need to be able to make judgements of what is the most important task to do
‘right now’. Many people try to cope by working faster, harder and longer. But people often make
errors when rushing. And they become fatigued, both mentally and physically, if they work excessive
hours.

In this workshop, we explore how successful people manage their workloads and identify those
areas that you may be wasting time. It is a practical workshop that will help generate ideas to
overcome key problem areas and develop tools for managing multiple demands. It focuses on
getting results in the most efficient way and how to manage workplace stress.

Workshop aims:

e To enhance your ability to manage your own workload.

e To build organisational skills for a career in teaching and/or research.

e To foster a peer discussion on time management issues and techniques relevant to your
workplace.
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Learning outcomes:

On completion of the course, participants will be able to:

o |dentify effective workload management principle.

e Set short- and long-term goals

e Identify and adjust priorities when appropriate

e Analyse where your time is being used at present

e |dentify common time wasters and ways to control them

e Use a personal time management system that works for them

e Manage the potential stress of managing multiple tasks.

About Eric

Eric is the Director of Berrico Consultants, and regularly manages a team of staff and consultants on
projects with tight deadlines and fixed budgets. He has facilitated over 500 workshops for the
Australian, Canadian and NZ Institutes of Management.

With qualifications in science, HR development, government, business and management, he brings
ideas from many disciplines to his workshops and coaching sessions.

He is a regular presenter for universities, APS departments, private sector organisations &
commissions. Eric enjoys training and has a reputation for making his workshops interactive,
relevant and educational.



