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Enhanced Employability

Being a step ahead in a competitive world.
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@ Increased Self-Confidence

Trusting your skill set in a changing environment.




The Value of
Professional Development

-

Enhanced Employability Heightened Productivity dﬁ W

Being a step ahead in a competitive world. Leveraging new skills for efficiency.

@ Increased Self-Confidence Long-term Career Growth %@g

Trusting your skill set in a changing environment. Setting yourself up for future opportunities.
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Create a Solid
Professional
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Develop effective strategies.




Potential
Solutions

Create a Solid
Professional
Development Plan

5 STEPS

Build a solid action plan.
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Management
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TIPS & BEST PRACTICES

Potential
Solutions

. Friends & Family

. Colleagues or Professional Contacts
. Social Media & Online Communities
. Workshops & Events

Secure

Accountability . Mentors & Coaches

. Apps & Online Tools
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e Seek mentorship or peer support.




Staying

Set clear boundaries between work and learning.

Regularly revist and adjust your plan.

Seek mentorship or peer support.

Set aside dedicated ‘learning hours’ in your routine.




LEVERAGING
SYSTEMS

TASK MANAGEMENT TOOLS

Enhance productivity and team
collaboration with tools like Asana, Trello,
Microsoft Planner, Notion, and Motion.

Streamline workflows and simplify project
management by organizing tasks, setting
priorities, and tracking progress effortlessly,
keeping your projects on track with
seamless task management and
organization.
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SYSTEMS

TASK MANAGEMENT TOOLS

e User Interface and Ease of Use

e Task Assignment and Tracking

e Prioritization and Categorization
e Collaboration Tools

e Integration Capabillities

e Customization and Flexibility

e Notifications and Reminders:

e Scalability

e Security and Data Protectio

e Reporting and Analytics

e Mobile Access

e Cost and Subscription Model

e Customer Support and Community
e Trial Period or Demo



LEVERAGING
SYSTEMS

ing Campaign ~ O

Timeline Calendar Progress Forms More...

TASK MANAGEMENT TOOLS

Assignee

e ASANA

ampaign brief and launch timeline {5 3
Overall goals and success metrics D 2 225

Approved budget

v Milestones

Campaign creative concepts 9 3 . Jun19-27

e Unique feature: workforce management
views and tracking

Campaign messaging Jun 18 - 20
Select agency and secure SOW {53 (D2

Media plan {4 8

e |Includes dependency tracking & templates
for recurring workflows

ampaign performance tracking 5 8

D assets completed

www.asand.com
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SYSTEMS

TASK MANAGEMENT TOOLS

Research

Check all internal URLs work in

blog archive v y

o a Welw
& a8 i

Create e-mail newsletter for blog
subscribers

In Progress

S B Trello

on email Offer notification email

[ =}
- N E relio
- Create infd

blog post

animation Email to last week's conference

— =74 e Unique feature is Card Aging Power-Up

Update social media content
Q A
=]

o Braoinstorm & suggest 10x blog

¢ Includes email to board feature & “Power
UpS"

Prepare onboarding materials for post ideas
new Ul designers - )

Research weekly blog post and
suggest images

L)
-

www.trello.com

&




LEVERAGING
SYSTEMS

TASK MANAGEMENT TOOLS

auswerten

Microsoft Planner

e Unique feature is its integration with
Microsoft suite of products

e Includes checklists within tasks, and ability to
group and filter

www.tasks.office.com
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TASK MANAGEMENT TOOLS

M General /| #{ Tasks

Tasks

E5 All Tasks & Timeline (D By Status 3 more...

Aa Name Due Date
¥ & Bugbash 2022
-ﬂ Ul refresh for login screen December 2, 2022

9 Improve copy + paste on mobile October 14, 2022

(§ Update workspace setting icons December 14, 2022

e Unique feature is its all-in-one workspace

@ Make dark mode more discoverable December 3, 2022

New sub-item

v ¥, Marketing improvements December 14, 2022

e |Includes linked internal databases and
toggle list functionality for clean user

Revamp user onboarding emails October 21, 2022

_H’E: Homepage cleanup November 19, 2022

?m Analyze onboarding email results October 28, 2022 eX pe rie n Ce
New sub-item
Q3 metrics review November 24
[ ]
www.notion.so

&




LEVERAGING
SYSTEMS

TASK MANAGEMENT TOOLS

fe. @ motion

Mame

e Unique featureis use of Al-powered
scheduling

Mame

e |Includes prioritization algorithm and
' meeting coordination tool

www.usemotion.com
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f = X EMAILMANAGEMENT
@ Safari File Edit View History B ﬁ wl %O)M k MQW ...f? GMEJI'

QOO0 ® (< [

= M Gmail Q_ Search a Undo send* a Nudges
- Schedule Emails
I— Compose 0 0 Advanced
| Search Operators
W - a Confidential
W Starred Mode a Offline Mode
© Snoozed 0 Smart Compose

& Smart Reply
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EMAIL MANAGEMENT

# Quick Filters Ad concepts

&,

o Richard Baker
Ad concepts - Hi Tom, Take a look at the new E

concepts for Ad. Please let me knowzz Tom Harper -~
Jun 28 Details

Outlook

Travis Ingram
Sales Pipeline Status - Hi guys, Could you please give me the @  Ad_concepts jpg (3MB)
latest on qualified leads, opportunities and end of quarter

Hi Tom,

Bob Fisher B
All Hands PPT - Hey Tom, This is the deck for the All Hands. Take a look at the new concepts for Ad.
Cheers, Please let me know if you have any feedback.

Thanks,

Stella Jones
Updated Roadmap - Hey Linda, Here's the latest update 1o the
roadmap.

/ Q Focused inbox Rules for Sorting &
., Managing Emails

Karl Holmes
Files for Offsite Staff Meeting - Hi Linda, Here's what the
team has pulled together so far. This will help us frame the

Paula Allen
Invitation: Press Tour Prep @ Wed Apr 23, 2014 10am -
11am (tomharperwork@gmail.com) - maore details » Press

Email Templates

Tom Harper

_ . Time Zone
:-:::::;ﬂ:“rﬂi wreeeneeee Forwarded message ----=---" . -, . i, ~» M O n O g e m e nt
Quick Steps

Integration with
Other Microsoft
Ignore Conversation Apps
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GETINTOUCH
WITH ME

Visit my website

. www.tracyshroyerphd.com

Let’'s connect on LinkedIn
m Tracy Shroyer, PhD

Join my FREE group on FaceBook -
Let’s Talk About Layoffs n J




