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COPING WITH DOING MORE WITH LESS
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Downsizing, cutbacks in resources…when you have too much to do and not enough time, working harder or longer is not always the best choice. This is especially true in knowledge work, where creativity, concentration, ingenuity, and problem solving are essential parts of the job. 

The cause of decreased productivity is physical and mental fatigue, which leads to slower work, more mistakes, frustration and wasted time. Another common problem is “presenteeism”, where people are physically present at work but distracted and unfocused.


Managing your workload as well as your personal life helps you complete tasks without being constantly overloaded, overworked and overwhelmed. This program gives you strategies to prioritize and stop the negativity of procrastination and perfectionism. Learn how to take a deep breath and put balance back in your life. 
OBJECTIVES

· What are the “must do’s” vs. the “should’s” or “want to’s”.
· Stop the “Procrastination” habit.
· Learn techniques to balance tasks and time.
· Learn how you can obtain stability in both personal and 


professional parts of your life. 
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“Quality Education For Those Who Care”














