Effective Personal Productivity

Most of us use less than 10% of our true potential. At the heart of all achievement you will find productive people practicing effective behaviors. None of us are born with behaviors that are 100% effective. We all learn by trial and error, and some learn from those experiences faster than others. Another challenge is our past conditioning. We all come to the workplace with different past conditioning; some good, some bad. Locked behind our ingrained habits and attitudes lie vast reserves of unused potential. The question is how do you develop that unused potential.

Organizations improve when people make effective changes. LMI's Effective Personal Productivity ® (EPP) addresses the gap between current performance and the future potential of people. The EPP is more than a training program; it is a development process. Knowledge-based training has little influence in changing habits and attitudes that have been developed over years of past conditioning. Effective behaviors are developed in the same way as they were acquired, through a development process.

The EPP develops effective behaviors in:

· Time Management

· Personal Initiative

· Accountability

· Leadership Style

· Communication

· Identifying High-Payoff Activities

· Measuring Personal Productivity

The EPP is a six lesson, self paced program designed to be used as a complete process. However, you may choose to access a specific lesson from the program for a specific need or access the entire program. The following is the Table of Contents for the EPP.

Table of Contents:
The Nature of Productivity
Goals Achievement through Time Management
Increasing Productivity through Controlling Priorities
Improving Productivity through Communication
Empowering the Team
Increasing Productivity of the Team
An effective learning technique employed in this program is spaced repetition - the learning technique that gives you a head start in establishing effective habits. Listen to the lesson a minimum of six times, preferably once a day for six days, before proceeding to the next lesson. At least once, read the text as you listen.

Lesson 1

Welcome to the Nature of Productivity. This is lesson one of the six lesson Effective Personal Productivity. Improving your productivity is the force that propels continuous improvement. In this lesson you will determine the value of an average hour of your working time and learn to recognize your high pay off activities.

An effective learning technique employed in this lesson is spaced repetition - the learning technique that gives you a head start in establishing effective habits. Listen to the lesson a minimum of six times, preferably once a day for six days. At least once, read the text as you listen.

Each lesson will ask you to do the following:

· Listen to the material using spaced repetition.

· Read the lesson material as you listen (at least once).

· Complete the Application & Action section at the end of the lesson.

· Complete the Plan of Action.

· Complete the Participant's Feedback Sheet.

· Accomplish short-range goals of your choice.

After completing this lesson and the work sheets at the end of the lesson you may be interested in further benefits of Effective Personal Productivity. Return to the home page for more information or follow the link on the navigation bar to purchase additional lessons. 

Lesson 2
Welcome to Increasing Productivity Through Controlling Priorities. This is lesson three of the six-lesson Effective Personal Productivity. You can enhance your productivity and your enjoyment of life by keeping all areas of your personal and business life in proper perspective and by setting priorities. In this lesson you will learn tips on dealing with interruptions, coping with emergencies, and when to say no.

An effective learning technique employed in this lesson is spaced repetition - the learning technique that gives you a head start in establishing effective habits. Listen to the lesson a minimum of six times, preferably once a day for six days. At least once, read the text as you listen.

Each lesson will ask you to do the following:

· Listen to the material using spaced repetition.

· Read the lesson material as you listen (at least once).

· Complete the Application & Action section at the end of the lesson.

· Complete the Plan of Action.

· Complete the Participant's Feedback Sheet.

· Accomplish short-range goals of your choice.

After completing this lesson and the work sheets at the end of the lesson you may be interested in further benefits of Effective Personal Productivity. Return to the home page for more information or follow the link on the navigation bar to purchase additional lessons.

Lesson 3
Welcome to Goals Achievement Through Time Management. This is lesson two of the six-lesson Effective Personal Productivity. Improving time management and personal productivity are results of deliberate goal setting, planning for achievement of goals and taking action to bring goals into reality. In this lesson you will learn how the goal setting process works and why tracking and feedback are instrumental factors in the process.

An effective learning technique employed in this lesson is spaced repetition - the learning technique that gives you a head start in establishing effective habits. Listen to the lesson a minimum of six times, preferably once a day for six days. At least once, read the text as you listen.

Each lesson will ask you to do the following:

· Listen to the material using spaced repetition.

· Read the lesson material as you listen (at least once).

· Complete the Application & Action section at the end of the lesson.

· Complete the Plan of Action.

· Complete the Participant's Feedback Sheet.

· Accomplish short-range goals of your choice.

After completing this lesson and the work sheets at the end of the lesson you may be interested in further benefits of Effective Personal Productivity. Return to the home page for more information or follow the link on the navigation bar to purchase additional lessons.

Lesson 4
Welcome to Improving Productivity Through Communication. This is lesson four of the six-lesson Effective Personal Productivity. Productive communication requires having empathy, asking effective questions, and listening for the whole message. In this lesson you will learn valuable tips for mastering these three requirements.

An effective learning technique employed in this lesson is spaced repetition - the learning technique that gives you a head start in establishing effective habits. Listen to the lesson a minimum of six times, preferably once a day for six days. At least once, read the text as you listen.

Each lesson will ask you to do the following:

· Listen to the material using spaced repetition.

· Read the lesson material as you listen (at least once).

· Complete the Application & Action section at the end of the lesson.

· Complete the Plan of Action.

· Complete the Participant's Feedback Sheet.

· Accomplish short-range goals of your choice.

After completing this lesson and the work sheets at the end of the lesson you may be interested in further benefits of Effective Personal Productivity. Return to the home page for more information or follow the link on the navigation bar to purchase additional lessons.

Lesson 5
Welcome to Empowering the Team. This is lesson five of the six lesson Effective Personal Productivity. Empowerment extends productivity beyond the organizational skill and knowledge of one person; it is the art of enabling others to take action. In this lesson you will learn effective ways to develop team players through empowerment and delegation.

An effective learning technique employed in this lesson is spaced repetition - the learning technique that gives you a head start in establishing effective habits. Listen to the lesson a minimum of six times, preferably once a day for six days. At least once, read the text as you listen.

Each lesson will ask you to do the following:

· Listen to the material using spaced repetition.

· Read the lesson material as you listen (at least once).

· Complete the Application & Action section at the end of the lesson.

· Complete the Plan of Action.

· Complete the Participant's Feedback Sheet.

· Accomplish short-range goals of your choice.

After completing this lesson and the work sheets at the end of the lesson you may be interested in further benefits of Effective Personal Productivity. Return to the home page for more information or follow the link on the navigation bar to purchase additional lessons.


Lesson 6
Welcome to Increasing Productivity of the Team. This is lesson six of the six-lesson Effective Personal Productivity. One of the most effective strategies for improving the productivity of people in your work group is involving them to an appropriate degree in the organizational goals program. In this lesson you will learn techniques for creating a learning environment, developing selfdirected work teams, and practicing positive expectancy.

An effective learning technique employed in this lesson is spaced repetition - the learning technique that gives you a head start in establishing effective habits. Listen to the lesson a minimum of six times, preferably once a day for six days. At least once, read the text as you listen.

Each lesson will ask you to do the following:

· Listen to the material using spaced repetition.

· Read the lesson material as you listen (at least once).

· Complete the Application & Action section at the end of the lesson.

· Complete the Plan of Action.

· Complete the Participant's Feedback Sheet.

· Accomplish short-range goals of your choice.

After completing this lesson and the work sheets at the end of the lesson you may be interested in further benefits of Effective Personal Productivity. Return to the home page for more information or follow the link on the navigation bar to purchase additional lessons.

