
 

Personal Productivity  
Strong organizational skills are a foundational driver of personal productivity and professional success. 

Individuals who work in an organized, intentional manner are better able to manage priorities, reduce 

wasted time, and focus their energy on high-value work. This workshop equips participants with 

practical tools to improve organization across their work and personal environments. 

Participants learn how effective organization supports productivity, time management, and stress 

reduction. Through practical strategies and tools, individuals gain the ability to organize their workspace, 

information, and workflows more efficiently. The result is improved focus, better management of 

responsibilities, and sustained professional growth through more disciplined and organized work habits. 

Workshop Objectives: 

• Understand the impact of organizational skills on 
productivity, performance, and professional effectiveness. 

• Identify habits and routines that contribute to 
disorganization and lost time. 

• Apply practical strategies to organize workspaces, digital 
information, and daily workflows. 

• Prioritize tasks and manage responsibilities more 
effectively through improved organization. 

• Reduce time wasted searching for information or materials 
by implementing consistent systems. 

• Develop sustainable organizational habits that support 
long-term productivity and growth. 

• Increase personal efficiency and focus, leading to improved 
performance and reduced stress. 

Course Outline: 

Module One: Getting Started 
Module Two: Remove the Clutter 
Module Three: Prioritize 
Module Four: Scheduling Your Time 
Module Five: To Do Lists 
Module Six: Paper and Paperless Storage 
Module Seven: Organization Your Work Area 

Module Eight: Tools to Fight Procrastination 
Module Nine: Organizing your Inbox 
Module Ten: Avoid the Causes of 
Disorganization 
Module Eleven: Discipline is the Key to Stay 
Organized 
Module Twelve: Wrapping Up 
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