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SUCCESSFUL PLANNING, ORGANISING AND DELEGATING

“Achieve More with Less Stress: Master the Skills to Plan, Organize, and Delegate Effectively.”

Venue (InHouse) Fees

At Your Organization Premises Ask For The Quotation

Available delivery methods: In-House Training

Introduction

Efficient planning, organizing, and delegating are critical skills for managers and professionals to achieve objectives, optimize
resources, and lead teams successfully. Many organizations struggle with inefficiencies, missed deadlines, and unclear responsibilities
due to inadequate planning and delegation.

The Successful Planning, Organising and Delegating course equips participants with practical tools and strategies to prioritize tasks,
structure work effectively, and delegate responsibilities appropriately. Through interactive workshops, exercises, and real-world case

studies, participants will develop the confidence and competence to manage workloads efficiently and achieve organizational goals.

Objectives

By the end of this course, participants will be able to:
e Understand the principles of effective planning and prioritization.
e Develop organizational skills to manage tasks and resources efficiently.

o |dentify tasks suitable for delegation and select the right team members.

Apply delegation techniques to enhance productivity and accountability.

e Improve time management and reduce stress in professional settings.

Monitor progress, provide feedback, and ensure task completion.

Balance workload distribution to optimize team performance.

Enhance leadership and team management skills through effective delegation.
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Why Attend

Strong planning, organizing, and delegation skills lead to higher productivity, better team performance, and reduced stress. This

course provides participants with actionable strategies to manage workloads, empower teams, and achieve objectives efficiently.

Target Audience

This course is suitable for:

¢ Managers, Supervisors, and Team Leaders

Project Coordinators and Administrators
e Professionals responsible for task management and team oversight

« Anyone seeking to enhance planning, organizational, and delegation skills

Individual Benefits

e Gain practical skills in planning, prioritizing, and delegating tasks.

Enhance personal efficiency and time management.

e Improve leadership and team empowerment capabilities.

e Reduce stress and increase confidence in managing workloads.
e Strengthen problem-solving and decision-making skills.

o Build professional credibility and effectiveness in organizational roles.

Organizational Benefits

e Improve overall team productivity and performance.

e Ensure efficient task allocation and accountability.

e Reduce bottlenecks, errors, and missed deadlines.

e Foster empowered teams and collaborative work environments.
e Enhance operational efficiency and resource utilization.

¢ Build internal capacity for effective planning and management practices.

Instructional Methodology

The course employs a practical, interactive approach through:
o Facilitator-led discussions on planning, organizing, and delegation principles
e Workshops and exercises on prioritization, task management, and workload distribution
e Role-playing scenarios for effective delegation and feedback
e Case studies of successful planning and delegation in organizations

e Group exercises for collaborative problem-solving and task allocation

Continuous feedback, Q&A, and reflective learning sessions
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Course Outline

Module 1: Introduction to Planning, Organising, and Delegating
Module 2: Principles of Effective Planning and Prioritization
Module 3: Organizing Workflows and Managing Resources
Module 4: Identifying Tasks for Delegation

Module 5: Selecting the Right People for Tasks

Module 6: Techniques for Effective Delegation

Module 7: Monitoring Progress and Providing Feedback

Module 8: Overcoming Challenges in Delegation and Organization
Module 9: Case Studies of Successful Planning and Delegation

Module 10: Capstone Project - Creating a Work Plan with Effective Delegation Strategies

Certification

Upon successful completion, participants will receive a Certificate in Successful Planning, Organising and Delegating, recognizing their

expertise in managing workloads, delegating effectively, and optimizing team performance.

Why Choose MAWA Events

* Global Expertise: More than 17 years of experience in professional training and consulting.
¢ Industry-Leading Faculty: Courses delivered by seasoned professionals with hands-on experience.
o Practical Insights: Learn to turn theory into actionable strategies for real-world business impact.

o Client-Focused Solutions: Customized programs designed to achieve your organisation’s unique goals.

In-House / Customized Training TEL: EMAIL:

Interested in running this course for your team?

Please contact us: +601116373203 info@mawaevents.net

© Material published by MAWA Events shown here is copyrighted. All rights reserved. Any unauthorized copying, distribution, use, dissemination, downloading, storing (in any medium),
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