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Planning Skills at Work
Introduction
By developing and utilizing planning skills, individuals 
can enhance their productivity, meet deadlines, and 
contribute to the overall success of their organization.

Effective planning and organizing skills contribute to 
the success of individuals and teams in the workplace. 
They provide a sense of direction, help in managing 
workloads, and ensure that goals are achieved efficiently

Planning skills are valued by companies and recruiters, 
and job advertisements often explicitly mention the need 
for candidates with planning and organizing skills.

Planning skills are practical abilities that help 
individuals handle workloads, accomplish tasks, and 
collaborate with others.These skills are essential in the 
workplace as they enable individuals to effectively 
manage time, resources, and goals to achieve desired 
outcomes. This course highlights the essentials of  
planning skills at work and its role in achieving goals 
and objectives. Learn about the specific skills and 
abilities that fall under the umbrella of planning 
skills, such as strategic thinking, project planning, and 
time management for individuals in their professional 
lives.

Assessment Of Self
● Personal SWOT Analysis
● Myer Briggs Type Indicator of 
Self

Leadership Style Diagnosis
● Analyse leadership style
● Adapting your style in the 
workplace

● Preparing yourself to lead

Communication Style Diagnosis
● Communication style
● Adapting your style in the 
workplace

● 7 C's of effective 
communication

Delegating And Feedback
● Will-Skill Model
● Feedback to motivate and 
improve using P.I.E. approach

A Valued Member Of A High 
Performance Team
● Executive role in the dynamics 
of team performance

● Three C's of effective teams

Course Content: Highlights
Beliefs, Attitudes, 
Behaviour And Actions
● Fundamental values and 
habits

● Integrity as a way of life
● Proactive vs reactive 
approach to problem 
solving

● Accountable and adopting 
the winning mindset for 
self-achievement

Personal Time Management
● Efficient and Effective
● Resourceful with available 
resources

● Urgent and Importance 
matrix

● Pareto and Parkinson 
Principle

Conflicts Management
● Causes and consequences
● Situational conflict 
resolution 

Target Participants

Senior Leaders,Senior Managers, Managers, Senior Executives, 
Executives,Team Leaders, Officers Administrators, and staff members *For the complete course content and quotation, please reach out to us at 

info@irs-training.com or kavitha@irs-training.com .

Key Learning Outcomes
By the end of the course, participants 
should be able to:

● Develop an understanding of the 
importance of planning skills in the 
workplace.

● Identify and apply different planning 
techniques to manage time, resources, 
and goals effectively.

● Develop the ability to create and 
execute a work plan.

● Enhance organizational skills to stay 
focused and achieve desired outcomes.

Duration
2 Days


