
 
QUICK TIP #13 

 
 

MAKING TIME 
A day-planner is essential to effective planning. Whether you pen it, keep it   
on your phone, or computer. Time management is an ongoing issue in the 
workplace. Being productive requires you to manage your time effectively and 
efficiently. The first step to physically managing your time is to know where it's 
going now and planning how you're going to spend your time in the future. A 
software program, such as Outlook, for instance, lets you schedule events 
easily and can be set to remind you of events in advance, making your time 
management easier. Writing things down in a planner is also a way for you to 
actually ‘see’ what there is to do as well as you writing it into your memory. 

 
The one-day FOCUS workshop teaches productivity skills integrated with a 
powerful planning system to help participants clarify, focus on, and execute the 
highest priorities-personally and professionally. It will seem like you’re making time. 
 

Workshop Date: January 9, 2009 
Start your new year right with effective time management tools 

Brought to you by the Continuing and Professional Studies Office 

 

QUICK TIP #14 

 
 

SPEAK UP 
Communication comes in many forms but Franklin Covey’s main three 
refer to Defensive (Win/Lose or Lose/Win), Respectful (Compromise) and 
Synergistic (Win/Win). Defensive communication comes out of a low-trust 
situation. The Respectful communication position is a non-confrontational 
position. Synergistic communication is a high-trust solution by all parties. 
Seek Synergistic communication (Win/Win) – the optimal choice! Be 
confident. Display a people-friendly attitude. A win-win situation benefits  
all parties. Nobody loses. Everybody wins. 
 

The 7 Habits of Highly Effective People® 2-day experience provides the foundation 
to strengthen the human side of performance at the personal, managerial, and 
organizational levels. Equip your employees with the tools and skills to work at the 
highest levels of effectiveness, both with and through others. 

 
Workshop Dates: March 12-13, 2009 

Communicate effectively! 
Brought to you by the Continuing and Professional Studies Office 

QUICK TIP #15 

 
 

CHA-NGE, CHA-NGE, CHA-NGE 
How does a manager become a catalyst for change? By focusing on his or  
her influence with individuals or patterns. Even if employees cannot affect    
the overall decision about an upcoming change, involve each employee in 
meaningful decisions about his/her work. Build and communicate 
measurement systems into the change process so employees will know   
when they are succeeding or failing. Provide consequences. Allow time for 
employees to pass through the stages of change before administering 
negative consequences for failure to adapt to change. Reward and recognize 
employees who are working positively with the change. 
 

The 7 Habits for Managers® 2-day workshop focuses on the management 
applications of the 7 Habits giving managers the tools to take initiative, resolve 
conflicts, and unleash the talents and passions of their teams. 

 
Workshop Dates: April 23-24, 2009 

Become a catalyst of change in your organization!  
Brought to you by the Continuing and Professional Studies Office 

QUICK TIP #16 

 
 

ENCOURAGING ETHICS 
Myth: Our employees are ethical – we don’t need business ethics. Most 
ethical dilemmas faced by managers in the workplace are complex. When the  
topic of business ethics comes up, people are quick to quote the Golden Rule,   
and speak of honesty and courtesy. But when presented with complex ethical 
dilemmas, most people realize there’s a gray area when trying to apply ethical 
principles. Business ethics applies and needs to be taught effectively. The key      
is to find the balance and deal with the situation head on. Take in the values of   
the company as well as what the company stands for. Think of how it will affect    
the company’s image and possibly profitability. Ethics is valuable to anyone,    
even if you follow basic ethical principles.  
 

Ethics online continuing education helps you and your employees understand 
ethics, which helps to build your company’s reputation.  

 
Online and ready when you are… 

Go beyond the Golden Rule! 
Brought to you by the Continuing and Professional Studies Office 

http://capso.tamu.edu/all-programs/franklincovey/focus

