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Smart Leaders

Exceptionally productive leaders leading exceptionally

productive teams

An Adapt Productivity Learning Program



Introduction

Are you leading productivity in your team?

Productivity is a much talked about issue in many organisations, and productivity training
is often a part of the core curriculum of courses offered to staff. But there are often three
critical issues that limit the effectiveness of this training for the organisation:

M @ The most senior people who need the training most are too busy to attend

H ® Participants attend productivity training but return to a team culture that does
not support productive work practices

0 ® The leadership team can often be a part of the problem rather than the solution

Cultures are shaped by the actions and behaviours of people within an organisation, and
the people who have the most influence on a culture sit at the leadership level. Creating a
culture that amplifies productivity rather than dilutes it requires leaders to model
excellent productivity behaviours, as well as ensuring their teams have the right tools,
systems, knowledge and agreements in place to maximise their productivity.

About the Smart Leaders Program

The Smart Leaders program combines three short group training sessions with an
optional 1:1 follow-up session for each executive. It provides senior leadership teams with
a quick start to getting organised and creates a framework to support a culture of
productivity across their division or organisation. The program addresses the specific
productivity issues faced by senior executives, and moves from helping the executives
get focused and in control, to helping them to spend more time on the activities that
have real impact, and finally to helping them leverage the productivity of those around
them.

Smart Leaders takes a practical approach to productivity, so participants don’t just learn
theory - they actually implement it during the training. Technology plays a big factor in
our productivity, so all principles are linked to implementation strategies using MS
Outlook, OneNote and other Office 365 productivity tools.

Supporting those who support you

We all appreciate the key role executive assistants or team assistants play in keeping the
leadership team organised and on track. We see them as an essential key to your
productivity, so we want them involved in the training.

Please feel free to include any EAs or team assistants in the workshops, and we will be
sure to provide plenty of strategies to help you to work together more productively.
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Program Snapshot

What You Receive

N 3 x 3-hour group training sessions n Tailored to address issues faced by

senior executives and leadership teams
n Optional 1:1 coaching follow-up session

for each executive EAs included where appropriate

n Can be run onsite or online N Hands-on practical learning

Wide range of resources and
implementation materials supplied

=

n Personal productivity processes linked
to technology like MS Outlook

n Get in control of email and your inbox Streamline how you work with your EA

(if in place)

=

n Create a more balanced and focused . . .
schedule Develop meeting, email, collaboration
and urgency agreements
Protect time for strategic priorities
L giep n Reduce the volume of noise and
n Clear the inbox to zero - regularly! interruptions across the team
n Make time for thinking and planning n Create a blueprint for building
a more productive culture
n Set up a quick and efficient filing system
Lead your team in a more productive
n Harness the power of Outlook and way

OneNote

Smart Leaders

“Dermot’s workshop and one-on-one coaching was life changing for myself and my
team. Personally, | have reclaimed at least 16 hours each week, and my team have
become evangelists, converting everyone they meet to their new approach to

email and task management.”

Fiona Geddes, General Manager Direct Channels Support
Commonwealth Bank of Australia




