	
	Organizational 
Skills
8 Hours

@ our facility in Atlanta or Your Facility

	

	Meeting called by:
	Your Agency/Company

	Type of meeting:
	Non-Certification Training Class

	Facilitator:
	DTI Training Consortium Primary Instructor
MBA/Certified Government Instructor/Minimum 300 hrs experience.

	

	Attendees:
	Managers and employees who want to learn to manage their incoming and outgoing information.
Anyone who is involved with the day to day planning and information analysis necessary to the successful performance of the agency. 

	Please read:
	This is a training seminar that involves individual group and team exercises. Students will participate in live scenario exercises designed to illustrate the topics discussed.

	Please bring:
	Pen, pencil, hi-lighter etc. 
Course Textbook and CD 
are provided by DTI

	

	
	Agenda Topics



	
	Introduction
	

	
	Why do I need to Organize? I know where everything is!
Office Organization

· Scheduling

· Planning Your Day

· Files and Record Keeping

Politics of Organization

· Communicating

· Dealing with Co-Workers

· Be Professional
	

	
	
	

	

	
	

	
	

	Special notes:
	The stacks, books, and little pieces of paper can seem overwhelming. Disorganization hinders work performance and creates feelings of stress and anxiety. By learning to organize your workspace, you can reach better levels of performance. This course will identify techniques for organizing your work areas, shelves, drawers, and files. It will also give you tips for maintaining this organization as well as giving suggestions for managing your time and schedule
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