
Introduction

· On a daily basis, effective managers are required to juggle multiple tasks, projects and responsibilities, while giving each the attention it requires. Despite this pressure, research commissioned by Microsoft reveals that many UK business managers still tend to plan and manage work “in their heads”.

· Poorly planned work can put budgets, work place safety and staff morale at risk, whilst a clear plan is a powerful tool, enabling managers to use time and resources effectively and efficiently.

· Planning Work helps managers understand why and how a good plan works. It’s an ideal starter course that shows managers how to break down any task or project into its component parts and map out a clear route through the process.

Who is the course for?

· Planning Work is for people who are likely to become line managers. It is also suitable for those who are already in post, but have had little or no formal training and limited work experience.

· There are no formal entry requirements and the easy to follow, step-by-step format of this course means participants can work at their own pace, making it ideal for anyone new to the subject.

What will you get from this course?

When you have completed this course, you will be able to:

· Understand the three key stages involved in planning a project: Defining Your Objective, Planning the Work and Monitoring and Evaluating

· Describe the elements you need to consider when defining your objectives

· Define how you can break down and schedule the individual tasks and activities involved in completing any piece of work

· Describe how to define your plans in a central Work Plan

· Understand how to monitor and evaluate progress against your Work Plan in order to identify any problems and modify your plans.
