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800-STAR-139 #* OfficeDynamics.com

Thriving On Change
(Riding The Wave Of Change)
Track: (1 [ [S T/ (W]

* Length: 1.5 Hours

Use this popular program to take

the “pain” out of change — and

create support and excitement

for the opportunities it presents!

Attendees will:

e Learn how certain attitudes
and beliefs can reduce the
stress associated with change.

* Review 10 steps for thriving on
change (not just surviving it).

e Define change in terms of what
they can and can't control.

e Understand positive ways to express
concerns — focusing on proactive
solutions to problems instead of
counterproductive negativity.

An
OFFICE DYNAMICS
Exclusive!

Top-Notch Techniques For

Taking Meeting Minutes

Track: .. * Length: 1 Day

Great as a training workshop for new

staff members — or as a refresher for

seasoned professionals! Attendees
learn the best practices for accurately
and effectively recording meetings
and similar events:

* Review what'’s expected of support
professionals in today’s fast-paced,
high-energy meetings.

e Explore how certain “pre-meeting”
techniques can help communicate
content and action items ASAP at
the meeting’s conclusion.

e Capture the right information by
honing outstanding listening skills.

e Get details on drafting, correcting
and distributing meeting minutes
effectively and with precision.

‘WORKPLACE MAKEOVER':

2766 Evening Rock Street, Las Vegas, NV 89135

You Make The Difference!
Track: [M] * Length: 3.5 Hours
A high-impact, high-energy
program just for managers

and executives that hones the

skills needed to generate top

performance from employees!

Attendees will:

* Gain invaluable insight on
motivating staff, maintaining
their trust and boosting
productivity.

e Explore the benefits of “cooperative
conflict” — as well as best ways
to overcome common group
problem:s.

e Discover strategies for creating
win-win solutions from challenging
situations.

e Learn how to communicate well
with different personalities.

CREATING A UNIFIED VISION OF SUCCESS

Use this 3-part program to help managers and employees boost teamwork,
productivity and results. Or choose any as a “stand alone” program!

Making A Difference:
Going Above And Beyond
Track: [] » Length: 2 Days
Motivate managers to even greater
heights! In this comprehensive,
detailed workshop, attendees
learn how to:
Break through outdated modes
of thinking so management and
employees work even better
together.
Ride the wave of change —
encouraging people to embrace
it, rather than fight it.
Use 12 techniques for sharing
feedback that’s constructive and
acknowledged by employees.
Establish camaraderie, expectations
and communication standards
that boost teamwork and group
effectiveness.

Powerful Self-Management
Skills: Promoting Personal
Responsibility In The Workplace
Track: Length: 2 Days
Change employees’ perceptions
of leadership and proactive
problem-solving — and help them
want to “own” both traits to
contribute more in the workplace
and advance their careers!
In this motivational workshop,
attendees will:

Learn the power of positive

thinking — exploring ways to

limit negativity for greater

effectiveness and job satisfaction.

Take ownership of problems

instead of expecting leaders

to handle them.

Tap their creative energies to

resolve challenging situations.

Acknowledge management’s

viewpoints — and discuss ways

to achieve consensus.

Common Ground: Building
Bridges Between Management
And Employees
Track: |- [] Length: 2 Days
Bring managers and employees
together to foster a spirit of
cooperation — and to promote
an even better understanding of
their common goals and how to
achieve them! Attendees will:
Identify strengths and areas of
improvement for building rapport
and meeting higher standards
of success.
Explore how diverse viewpoints
strengthen multi-level,
multi-functional teams.
Discuss acceptable and
unacceptable behaviors and
actions in the workplace.
Create a cohesive, combined
plan for working together
most effectively.

PROGRAM TRACKS - Color Key . — Administrative Professionals (Assistants, Executive Assistants, Clerks)
|E| — Management (Executives, Supervisors, Executive-Level Assistants) . — Support Staff (Customer Service, Sales, IT)
- Training & Development (Speakers, HR) @ - Women

°Office Dynamics, Ltd.



