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Participants will leave this workshop with specific skills, 
techniques and resources that will enable them to focus more 
effectively on both individual and team projects. They will gain an 
understanding of their own unique work style and strategies for 
working most effectively with clients and colleagues whose styles 
are different from their own. 

During this workshop participants will: 

 Receive their own Myers-Briggs Type Indicator results and a 
clear understanding of their unique way of communicating 
and working; 

 Observe first-hand how their colleagues process information, 
make decisions, and communicate; 

 Review time management skills including: planning, 
prioritizing and scheduling; 

 Establish project management systems to achieve long-term 
goals while, at the same time, meeting short-term demands; 

 Master client service practices for working with internal and 
external clients; 

 Utilize a Daily and Weekly Action Plan for effective project 
management; 

 Learn how to be proactive instead of reactive and to control 
interruptions. 
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