
I N T R O D U C T I O N

You often hear these terms being thrown around , but what do they really mean?

Are efficient people more productive because they get more work done? Or should

you be more focused on being effective?

P R E S E N T A T I O N  F O R M A T  O P T I O N S  

1-hour Face to Face presentation

1-hour web-based presentation

K E Y  T A K E A W A Y S

Learn the difference between efficient and effective

Identify strategies that will enable you to get your work done and be more

productive

Plot your work on a matrix to allow you to better prioritise

Implement an effective decision making process

Define questions and strategies to allow for greater efficiency
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