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OT™M

Organising & Time Management
Enhancing Productivity EFFORTLESSLY !

What is OTM?

Organizing and Thme manapement B a raining programme where “the whole tearm works in 8 unified
manner” under the direction of The awner of the company. This appens very joylully & eMNortlessly based
on well lasd systems and a compassionate falicrw- g

What is covered in this programme?

* Cwganizing & Planning * Ther wse of Miind happing.

= Time Management. = ldentifying time wasers

* How o conduct mestings ® |Jsing the woice reconder

® Recording Minutes of mestings. ® Using Mind Manager.

* The different types of meetings ¥ Using technology 1o enhanoe productnly

® The wse of Six Thinking Haks. = Setting weekhy, monthly & yearly goals.

" The use of monthly plamnfer. " Being in louth with the policies ol the Campay.
Owr Promise to you

& Wi puaranies that the statesnent ' | FORGOT "& ' | don't have time will disappear from your woca bulary.
* Youwremgloyess will take complete responsibilety for all the wark delegated to them,

® The entine onganization will work ina synchronized manner and will also b in sync with the company's
wiion

What is 50 special abouwt OTR?
®  Learn the “ART OF DELEGATION".
® Learnto 'MULTI-TASK EFFORTLESSLY

* W ensune APPLICATION' at your end and a system that works, This programme is mare than “What to
do’ and ‘How toda’.

Planning, Reporting and Execution !
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