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INTRODUCTION 
	  
	  

To achieve and sustain higher levels of performance, organizations must positively transform how they develop 
and  leverage  human  capital.  Traditional   employee   strategies,   like  developing   employees'   technical  or 
functional expertise, are no longer sufficient to create truly sustainable breakthrough performance. 
By taking transformative approach to human capital development, organizations will create a workforce that is 
able  to  collectively  and  courageously  step  forward,  set  radical  expectations,  and  achieve  unprecedented 
outcomes. 

	  
Approach: an interactive workshops in a group coaching style (not a theoretical training, academic or static 
approach) 

	  
Our vision and mission: 

• Growing the whole person to grow the whole leader - we believe that the essence of leadership and 
management development is growing the whole person to grow the whole leader. This means helping 
people to connect their core values talents to their organization. 

• The group is important - these trainings are designed to foster leadership potential and skills through 
the  development  of  a  group  of  people  who  grow  and  learn  together  through  a  variety  of  shared 
experiences. The dynamic of the group is used as a way to learn each other. the program encourages 
participants to experiment with new behavior while keeping their own style. 

• Experiential  learning: we believe that experiential learning is highly effective because it engages the 
learner at a more personal level and requires qualities such as self initiative and self evaluation. It is 
learning  through  reflection  on doing. For this purpose  we need to actively  involve  the learner  in a 
concrete  experience,  a  real  situation,  an  activity  that  will  engage,  stimulate  and  challenge  the 
individual. 

	  
Content  of the program:  this is of course one possible  scenario.  we would be glad to adjust the program 
according  to  specific  needs  or  to  develop  a  new  one  in  collaboration  with  the  HR  department  and  the 
management  of    the  company.  The  workshop  will  consist:  class  discussion  and  interaction,  experiential 
learning, group coaching, reflecting, brainstorming ideas. 

	  
General workshop outcomes - participants will: 

• be able and willing to admit personal limitations, bias and 'old' paradigms 
• understand their personal style (leadership style) 
• understand how to manage key team dynamics in ways that promote high performance 
• be able to lead and engage effectively in times of change and transition 
• enhance their ability to perform or lead authentically 
• feel engaged, inspired and empowered! 

	  

Timin 
Day 1 

g & Requests: 
	  

	  
Day 2 

08:45 Participant registration 09:30 Workshop resume 
09:00 
18.00 

Workshop begins 
Course finishes for the day 

17:00 Course of the day 
17:00 Workshop finishes 

	  

1.   there will be mid-morning and mid-afternoon coffee breaks on both days, and lunch too. 
2.   please note that mobiles are to be turned off in the training. 
3.   the dress code for the course is smart casual. 

	  
Attendance: 
Attendance  and  prompt  arrival  on  both  days  of  the  workshop  is  vital  to  the  learning  process  and  group 
dynamics. On completion of the workshop trainee's will receive a "Certificate of attendance". 
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Training topics A-Z 
	  
	  
	  

Assertiveness 
Assertive, as opposed to aggressive or passive behaviour, is essential for any manager who wants to get things 
agreed and done while maintaining  good relationships  with those around them. It arises from a belief that 
recognises the validity of your own and other people’s rights and views. 
Topics: 

• what is assertiveness?  - your rights 

• assertive behaviour - recognising assertiveness 

• the barriers to assertiveness - some practical approaches 

• dealing with difficult types of people - saying 'no' 
	  
	  

Client Account Management 
This topic aims to help managers and staff who find themselves responsible for co-ordinating their employer’s 
relationship with a significant customer.  It is tempting to simply assume that if the orders are coming in then 
all is well and that you have no need to actively  manage  anything  (especially  if you are working  flat out 
keeping the customer supplied; you don’t have time to try to ‘manage’ it)... however customers can be fickle 
and this topic helps you to protect and build your business from your key customers. 
Topics: 

• common questions client accounts - why plan and manage a client account? 

• developing a client account plan - client account team 

• 12-month objective - the client's general objective 

• analysing the relationships with the client 

• specific and short-term objectives - a summary of the metrics 
	  
	  

Customer relations 
Business success is based on a quality product or service, supported by effective business systems. 
These do not guarantee success, however. Customer relations can make or break a business. 
Excellent customer relations are also beneficial for you as an individual. They can improve your quality of life 
at work; just ask anyone who works in a call centre. Research  suggests that good relations  with customers 
improve job satisfaction. That applies to employees across industrial sectors, whether or not they deal directly 
with customers. Every single thing anyone in the organisation does will tend to turn customers into either your 
ambassadors or your critics. 
Topics: 

• why customer relations matter to the company?  - why it matters to you? 

• what you can do as individual/as a leader 

• establish your customer relations strategy 

• encourage a customer focused culture 

• develop your staff 

• turn complaints into gifts 

• cure the real problem/read the signposts 

• listen to your customer/ act on feedback 

• how to keep ahead of the game 
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Public Relations 
Public Relations (PR) is concerned with how you communicate with the audiences that are important to you in 
order to create, enhance or change perceptions. Failure to communicate, or communicating ineffectively, can 
damage an organisation’s reputation,  its stability and its long-term  relationships  with key stakeholders. 
Understanding  how PR works enables you to identify and help the PR department  maximise opportunities  as 
well as manage the impact of crises and incidents. 
Topics: 

• what is PR? the difference between PR and marketing 

• the value of PR - evaluating PR - the role of PR in the organisation 

• planning PR - the PR department - PR and journalists - PR tools 

• supporting the PR function - PR and team - PR role in crisis management 
	  
	  

Confidence 
These  quotes  clearly  demonstrate  the  fact  that  our  confidence  is the  key  to success,  and  that  it is also 
something that we can develop in ourselves. Confidence starts within; it then goes outwards in terms of our 
confidence in others and our ability to develop other people’s confidence. 
When we feel confident in ourselves, we are able to face new challenges and unexpected problems; we also 
tend to enjoy our working lives much more. Without it, however knowledgeable  or skilful we are, it will be 
hard to find success, satisfaction and contentment in our lives. 
Topics: 

• common questions - what is confidence? 

• do I need to be perfect to be confident? 

• what affects your confidence? 

• confidence and management/leadership 

• how do I go about becoming more confident? 

• managing your mood - resourcing yourself - dealing with criticism 

• how can I have confidence in others? 

• can I help others to become more confident? 
	  
	  

Conflict resolution 
Conflict is something we encounter on a daily basis in our personal and professional lives. When it comes to 
resolving  it, however,  most  people  tend  either  to confront  it head  on or avoid  it at all costs.  These  two 
common approaches are likely to lead to a costly, painful and uncomfortable  time in which there’s only one 
guarantee: that there will always be a winner and a loser. 
There is another way. Resolving conflict through a collaborative win-win approach is by far the most effective 
way of bringing an end to your conflict quickly and cost effectively. 
Topics: 

• common question; what is conflict? 

• the benefits of doing it right 

• why conflicts are so difficult to resolve 
• the tell-tale signs of a confflict 

• approaches to resolving a conflict 

• choosing your approach - know your default style 

• resolving a conflict betwen two people 

• the key skills and attitudes required 
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Decision Making 
Do we make logical decisions? The answer is usually no! Our decisions are often flavoured by our emotions, 
intuition, past experience and political agendas. Often, fear of making a poor decision prevents us from making 
any decision at all. Equally, too much information may prevent us from being able to work out the best option. 
The techniques described here will help you resolve such issues. 
Becoming familiar with these techniques and practising them on a regular basis will dramatically improve your 
logical decision-making ability. 
Topics: 

• common questions - using decision-making techniques 
• group decision making 

• what stops us making decisions? - intuitive decision making 

• PMI, SWOT, PEST, PARETO analysis, decision trees; cost - benefit analysis 

• combining techniques - five tips for better decisions 

• after the decisions 
	  
	  

Delegation 
Delegation  is one  of the key skills  of management.  In the era of flatter,  less hierarchical  structures,  the 
successful manager knows how to delegate, when to do it, which tasks to allocate to other members of his 
team,  and  how  to  build  trust,  confidence,  capability  and  morale  through  delegating  appropriately  and 
fairly. Successful delegation will motivate your staff while giving you more time to concentrate on the most 
important aspects of your job. 
Last but not least, delegation is an integral part of coaching and will help you train up your staff, including 
your successor, which will leave you free to move on upwards. 
Topics: 

• common questions: what is delegation? why is delegation so important? 

• how to get started? who and how to delegate? 

• levels of delegation - profile of good delegator 

• ten secrets of good delegation 

• overcoming your personal barriers 

• further barriers to successful delegation 
	  
	  

Difficult Conversations 
No doubt you have had a ‘difficult conversation’  at some time or other, whether it was with a client, team 
member, colleague, boss or supplier. Did it go the way you expected and wanted it to? If it didn’t, then this 
topic is definitely for you! 
How you handle difficult conversations has a huge influence on your relationships and your results. 
Follow these practical tips and techniques and you could get it right more times than you get it wrong. This 
could mean less confrontation and improved productivity and morale in the workplace. 
Topics: 

• common questions: what makes a conversation difficult? why bother? 

• preparation; the when, where and how to get started 

• the importance of rapport 

• handling the emotional side 

• on the receiving end; how to close 

• ten tips to making it easier 



CATALOG TRAINING 	  

page 6 
	  
	  
	  
	  
	  

Difficult people 
One of the most challenging aspects of managers’ working lives is handling the so-called ‘difficult people’. It 
can take up a disproportionate amount of your time, effort and energy and, if not handled effectively, can 
sometimes create a ‘toxic atmosphere’ at the workplace. 
Whether you are dealing with defensive behaviour, emotional reactions or differences in behavioural style, it is 
important to recognise the extent to which your own behaviour can either defuse or escalate others’ difficult 
behaviour. The more you are able to stand back, understand the impact that the behaviour is having on you 
and choose  a response  rather than a reaction,  the more likely you are to be able to manage  the difficult 
behaviour. 
This  topic  suggests  ways  of  defusing  potentially  difficult  situations,  understanding  and  handling  difficult 
behaviour, remaining in control of your own emotions and being assertive, rather than aggressive or passive. 
Topics: 

• common questions: what makes someone difficult? 

• behavioural styles - our part in the difficult situation 

• start from a strong place - see it from their perspective 

• handling defensive behaviour - emotional hijack - hints and tips 

• not difficult - just impossibile! 

• assert youtself; listening - giving and receiving feedback 

• managing performance - handling emotional recations 
	  
	  

Emotional inteligence 
Emotional Intelligence  (also known as ‘EI’ or ‘EQ’) – just a fashionable  buzzword, or something you need to 
know about? If you are involved  in management,  sales, education,  or running  a business,  it’s probably  the 
latter. 
Although some over-hyped claims have been made for EI in the past – especially by management  consultants 
and  publishers  of  EI  assessments  –  it’s  now  well  established  that  emotional  intelligence  ‘competencies’ 
contribute significantly to performance. In fact, the importance of ‘EQ’ compared to IQ increases the higher up 
the management ladder you get. 
This topic shows you how to enhance your own emotional intelligence,  with some tips on how to apply EI in 
teams, organisations, and leadership. 
Topics: 

• common questions: what is emotional inteligence? 

• the science and philosophy 

• Step one: Self - Awareness; Step two - Self management 

• Step three: Motivation; Step four- Empathy; Step five - Handling relationships 

• how to bring EI to any situation - developing EI teams/organisations 

• the EI leader/ resonant leadersip and emotional climate 

• communicationg the vision 

• leadership styles and the emotional climate 
	  
	  

Event Management 
In the course of the year, it is likely that an organisation will want to host a range of different events, varying 
from several  that are small, straightforward,  internal  and informal  to others  that are logistically  complex, 
multi-departmental, public and with high visibility. This course explains how to it effciently. 
Topics: 

• common questions, organise your thoughts 

• before you start; some practicalities to be researched 
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• financial and legal considerations 

• event objective - the people involved - team performance 

• event initiation document 

• risk assessment and management - task list 

• scheduling the tasks - changing the plan - delivering the event 

• team building and strategy days 
	  
	  

Facilitation �� (Meetings & Action 
learning) 
The skill of facilitation or "Enabling	  	  groups	   to	   succeed"	   is becoming more widely acknowledged and understood 
as businesses increasingly recognise the value of this expertise and the quality of the results it can achieve. 
This topic explains why facilitation is important to businesses. It covers: 

• what facilitation consists of 

• the benefits of facilitation to individuals and organisations 

• the essential skills of the facilitator 

• the techniques and processes used in facilitation 

• how to select and train facilitators 

• how to set up and run a facilitated workshop 

• preparing and chairing meetings 

• setting up and running action learning sets 
	  
	  

Feedback	  	  
One of the most important person-to-person communication skills is the ability to give and receive feedback 
effectively.   It is also one of the most challenging.  Indeed, a feedback  session can raise anxiety and stress 
levels in both those giving and those receiving feedback. 
The good news is that it does not have to be painful if you develop your feedback skills. 
Topics: 

• common questions: what is feedback? why feedback is important? 

• tools for giving feedback - important principles 

• positive or reinforcement feedback 

• constructive / difficult feedback 

• receiving feedback - seeking out feedback 
	  
	  

Goal setting 
Without goals – without something to aim for – who are we? 
When you set a goal consciously, you get to direct the flow of your energy and efforts, and participate in how 
your life unfolds. Setting goals raises your motivation, increases your ability to use all your talents and skills, 
and results in greater success. 
Topics: 

• common questions: why goal setting is important? 

• goals come in different sizes 

• myths and misunderstanding 

• purpose and personal mission 

• chossing which goals to go for 

• setting goals; getiing goals 

• when goal setting does not work 
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Management Tools and Models  
This topic gives overviews of 20 of the most common management tools and models that you may come across, 
including a brief outline on how to use them. It also provides brief details of 45 or so other models. 
Management models provide a useful first step in the understanding  required to make effective management 
decisions.  This topic is designed  to identify  some of the most important  and helpful  models  out there,  to 
explain what they are and in which situations they are most commonly used. You can then decide whether any 
given model will be appropriate for you in your own situation. 
Topics: 

• common questions: which model do I need? 

• Ansoff's box; Balanced scorecard, BCG matrix; Benchmarking; break-even analysis 

• economies of scale; force field analysis; internal rate of return (IRR) 

• Kotter's eight-stage change model; 

• MOST; NPV- net present value; PEST/PESTLIED; Porter's diamond 

• the seven S framework; situational leadership 

• the value chain...others 
	  
	  

Motivation 
If you want anything in your life, you need to be motivated to get it or it simply won’t happen. 
So what is that mysterious driving force that sends us out to explore foreign lands, run marathons or paint the 
bathroom? And how come some people seem to have lots of it and others not much at all? 
If you have read this far, you are motivated to find out – and you know the results will be worth it. 
Topics: 

• common questions: what is motivation? 

• people are different - everyone is always motivated 
• what makes you want to do something 

• towards or away - setting your motivational level 

• tips to motivate yourself 

• procrastination- anchoring motivation - values and beliefs 

• the effect of a blame culture - recognition and reward 

• motivational feedback - motivational team meetings 

• modelling great motivators 
	  
	  

Negotiation 
Negotiation is an essential life and business skill. It’s especially important for business leaders and managers. 
This topic outlines essential aspects of the theory and practice of negotiation as it is encountered in the daily 
life of a busy manager. 
Topics: 

• common questions - understanding negotiations 

• winning and losing 
• negotiations styles 

• deciding whether or not to negotiate 

• preparing and conducting negotiations 

• what if things go wrong? 

• the ten commandments of negotiation 
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Performance manage people 
People performance management is about exactly that: managing the performance of people (self included), 
to meet set targets and behavioural goals for business success.  Performance management can be easier said 
than done and it can be complex.  It is all about using the tools available  to raise the performance  of the 
individual and the team. This includes everything from the setting of basic behavioural expectations with 
employees, through to setting objectives that are achievable, and then coaching and providing feedback to 
employees. 
Topics: 

• defining performance management - why is important? 

• individual performance and company targets 

• the toolkit you need - goal setting is crucial 

• setting and managing expectations - meeting your own set objectives 

• recognising poor performance - correcting poor performance 
	  
	  

Performance Management 
Performance Management is coming to the fore again, but it is often only visible as a bureaucratic exercise 
consisting of gathering output data and reporting it up the chain of command. 
There are better ways to do it – for example, the Toyota success story involved relatively modest reporting, but 
concentrated on continuous feedback and action. 
Whether you just want to put some reports of performance  indicators in place to satisfy your boss, or make 
sure everything is under management  control, or are really serious about getting the best out of your team, 
you will find everything you need to get started in this topic. 
Topics: 

• introducing performance management 

• strategic goals - business process - measurement - benchmarking 

• agree targets - measure the journey 

• reporting; improvement - review - common pitfalls 
	  
	  

Personal Brand 
To forge a successful, fulfilling and rewarding career in today’s world, you need to be clear about who you are 
and what you are becoming, and you need to make sure that you portray this in such a way that those around 
you are equally aware of what you are and what you stand for – that they recognize and appreciate your brand. 
Topics: 

• what is personal branding? why do it? 

• developing a personal brand 

• what are you good at? what do you want your reputation to be? 

• define your values, vision, mission statement, develop your tag line 

• building your brand reputation 

• factors contributing to your brand - reviewing - pitfalls 
	  
	  

Problem solving 
Chances are you are here because you have a problem that is currently on your To-Do list, maybe even looming 
large at the top. You have probably already tried to solve it or make a decision as to what needs to be done, 
and not had much success. 
So what do you do? 
You have to do something, even if it is just to make the decision not to take any action. 
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Where do you start? What do you do next? 
This topic will help you to step back from a problem so you can get it into context, and then it will help you to 
see a clear set of steps that form a process that will help you to work your way to a solution. 
Topics: 

• what is a problem? 

• types of problem; defining the problem 

• tools to help you solve problems - test the solution 

• biases that mislead us; move on 
	  
	  

Programme Management 
Programme management is still developing as a discipline, but like its older sister, project management, it is 
being shown to add great value to organisations that choose to use it. 
Where there is potential for conflict between a number of projects running in an organisation, programme 
management  can help  to prioritise  activities  and  so reduce  the impact  of the conflict.  More  importantly, 
programme management ensures the products the projects deliver get into the normal operations of the 
organisation  (business  as usual),  thereby  ensuring  that the full business  benefit  of undertaking  the change 
activities is realised. 
Topics: 

• what is programme? how does a programme differ from a project? 

• for which projects do I need a programme? Pros and cons of programmes 

• types of programme - how do I justify a programme? 

• the vision and the blueprint - needs - key role - benefits 

• running  & ending programmes 
	  
	  

Project Management 
If you find yourself being asked to manage a project or you’ve been asked to join a project team, there’s 
plenty here for you. If you’ve already managed a small project or two, then there are plenty of action prompts 
and things to remember. 
Good project management is essential if a project is to come in at the required quality, within budget and on 
time – and there are lots of things you can do to achieve that goal. 
Topics: 

• what is project management? 

• why, what and how? who is involved? 

• planning a project - managing risks 

• some tools and techniques 

• managing the project - managing the people 

• problems along the way - delivering benefits 
• closing a project 

	  
	  

Questioning skills 
... or how to ask good questions 
The ability to ask good questions is an essential part of communication. And good communication is critical to 
many business interactions. So the more you can improve your questioning techniques, the more effective will 
be your work. 
This topic explains: 

• what ‘good’ questioning consists of, and why it is so important 

• the value of questioning skills in improving business relationships 
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• how you can test your questioning skills and learn to improve them 

• choosing your questions 

• deletions, distorsions and generalisations 

• internal questioning - developing your questioning 
	  
	  

Rapport 
Developing rapport with people goes way beyond having ‘good people skills’. In this topic, you will learn how 
charismatic leaders understand and work the power structure, suss out the hidden agendas, and know which 
tactics to use and when, all the while exuding inspirational charm. 
Topics: 

• what is rapport? approachability and credibility 

• rapport, congruence and you 

• basic skills: how to build rapport? 

• how to get rapport on the phone? 

• creating rapport in writting 
• when and how to break rapport 

• rapport with groups 

• profound levels of rapport - values 

• rapport for leaders - charisma and understanding people 
	  
	  

Sales Skills 
Selling is of crucial importance to the survival – or not – of businesses, so whether you are in sales, supporting 
sales  (which  can  apply  to  just  about  everyone  in  a  business),  a  buyer  or  running  a  business  or  a  major 
department, you need to need to know the basics of selling. 
Topics: 

• what is selling? how important are your beliefs? 

• what is the sales process? who are your buyers? 

• the value of good planning 
• how to influence effortlessly? 

• essential questioning skills - listen and learn 

• the importance of building trust - meeting objections 

• writing sales proposals that you get you work 

• how do you best present solutions? 

• developing and managing customers 

• managing difficulties - general good practice tips 
	  
	  

Strategy 
‘Strategy’ is a much overused and misunderstood word. This topic explains in simple terms what strategy is 

and gives a practical approach to developing strategic direction for an organisation, department, team or 
individual. 
Strategy and strategic analysis are applicable to all organisations and to all levels within them. It is a way of 
thinking about how to bridge the gap between the present and the future. Sometimes strategy is presented as 
an esoteric subject (!), but in reality it can be developed using simple analytical tools – and a large dose of 
common sense (which incidentally may be sensible, but not all that common...). 
Topics: 

• common questions - background and potted history -what is strategy 
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• the vocabulary and hierarchy of strategy 

• strategic direction setting: 1. team; 2. practical process 

• strategy development 

• detailed planning: review and monitoring 

• bottom up strategy - more than one strategy 
	  
	  

Succession Planning 
By developing a rolling plan to ensure that you have expertise in all areas that you manage – all the time – you 
will  be  much  better  positioned  for  ongoing,  sustainable  success,  with  engaged,  motivated  and  capable 
employees. This is ‘succession planning’. 
Topics: 

• common questions; 

• the benefits of succession planning 

• 10 steps  for  a good succession planning 
	  
	  

High performing team 
If you find yourself in the position of manager of a newly-formed  team, or you’ve been asked to manage a 
team when you’ve never done it before, you will find something here to help. 
As a team leader, it’s important that you don’t underestimate the value of the team and the benefits to you of 
creating an effective team. 
Topics: 

• common questions - what is a team - why build a team? 

• team development stages (stage 1- stage 5) 

• attributes of a high performing team 

• the team leader's role 

• running a team or group session 

• ideal conditions for teambuilding 

• common approaches to teambuilding - models  and case study 
	  
	  

Telephone Skills 
In an increasingly highly paced and global business world, the telephone is an essential and effective business 
tool when used well. However, there are times when some people can feel that the telephone, in particular 
the ubiquitous mobile, is taking over their lives. 
This topic will explain how to make the telephone work effectively for you and your team. It includes tips on 
planning and preparing calls, telephone etiquette and projecting a professional image via the telephone. 
Topics: 

• common questions 

• preparing for an outgoing/incoming call 
• how to answer the phone - using voicemail - closing a call 

• telephone etiquette 

• difficult calls/irate customers 

• projecting a professional image 

• using the telephone functions 

• understanding the role to be played 
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Time Management 
The most precious commodity we possess is not money; it is time. Money, if lost, can be replaced, but once 
time is lost, it’s gone forever. It is vital, therefore, that we use this priceless asset wisely, optimising its value 
to us, whether in the workplace or at home. 
One of the characteristics of people who are struggling to find enough time to do everything is that they have 
no time to think about time management: a Catch 22 situation. 
This topic  will enable  you to manage  your time  proactively  and productively,  providing  you with  tips and 
techniques for making the best use of the time available to you. 
Topics: 

• common questions: the panic button 

• get your desk organised 

• where does my time go? 

• time consumers - working styles - delegating 

• the art of saying 'no' - making decisions  - how to procrastinating 

• focusing techniques - email efficiency - multi tasking; 

• time wasting interruptions - how can I best schedule my work? 

• how do I prioritise my workload? time and outcomes, the bigger picture 

• modelling; what if I feel stressed or under pressure? 

• ten nore tips 
	  
	  

Vision and Mission 
Vision is aspirational  and creative;  vision is what drives people to change things. So most people who have 
vision end up as leaders in some form or another. 
Mission is the raison d’etre; it is what the organisation does. You can strive to fulfil your mission without trying 
to change anything; just achieving your ‘normal’ targets and fulfilling your job is in itself a mission. 
People who have vision tend to be the people who set the mission to achieve the vision. 
Topics: 

• common questions - vision & mission 

• the value of vision - creating a vision - communicating the vision 

• mission - creating a mission statement 

• personal vision statements 
	  
	  

Work - life Balance 
It’s likely that you’re reading this because you want a better balance between the activities of your working 
and personal life or you know someone else who needs it. Here, whether you are an employee or an employer, 
you will find pages of information that will make you: 
•  Think... about what your life is like right now and how you’d like it to be 
•  Help yourself or others... to get better balanced 
•  Take action... if you want things to change. 
A healthy, productive and enjoyable work-life balance follows from reminding ourselves of what is important in 
our lives. 
Topics: 

• common questions: what do we mean by work-life balance? 

• how balanced are you right now? 

• six steps to balance 

• flexible working patterns - business case - personal case 


