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Time & Task Management for
Successfully Working from Home
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Mr. Wilson Chu

Time & Task Management for Successfully Working from Home

(Course Code Rf24E5%: 1020)

Highlights: Due to the coronavirus pandemic, Working From Home (WFH) has become a common
R B practice for many organizations and it provides excellent opportunities for both
productivity and distraction. But no matter where you work, time management style and
ways of handling tasks are always the key success factors of making the most of your
workday. This 1.5-hour online workshop aims to share with participants tips for
maximizing the work effectiveness and efficiency at home.

Course Contents

. Introducing the Time Management Concept

. Reasons for Time Wastage of WFH and Ways to Overcome Them

. Identifying Your Time-management Styles

. Transforming Goals to Tangible Action Plan

. Prioritizing Your Tasks: Importance vs. Urgency

. Understanding How Energy Level Affects Your Work Efficiency

. Introducing the Process Improvement Concepts for Task Management

. Field-proven Methods for Optimizing Your Work Effectiveness & Efficiency

Speaker (s): Mr. Wilson Chu
e

Principal Consultant, HMI Consulting Limited
Wilson Chu is currently the Principal Consultant of HMI Consulting

Limited, the Consulting Associate of the Hong Kong Baptist University :
and also the Chairman of Judge Panel for its master degree project in Strategic Human
Resources Management. He was the Consulting Associate of Poon Kam Kai Institute
of Management of The University of Hong Kong, the Survey Manager (in compensation
and benefits) at Watson Wyatt Hong Kong Limited and a senior consultant of Hong
Kong Productivity Council. Wilson has extensive consulting and training experience in
balanced scorecard implementation, performance management, compensation and
benefits design, business process improvement, leadership development, and cultural
change, etc.
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Time: 3:00pm — 4:30pm
BERY: T4 3:00 - 4:30
Format: Webinar (Live via zoom)
347 3] 7o dpsiateE (zoom EHiE)
Language: Cantonese
EEi=E & ek
CPD hours: 1.5hrs
CPD B 1.5 /NI
Fee: HK$150 for SCAA member/affiliate/member’s staff; HK$250 for non-member
BH: FEIEAG A/ fEg &/ EXgEZRE - 5 HK$150; JEE & - &z HK$250
Enrolment: Online application is on a first-come, first-served basis. Please click HERE to enroll and
W settle the payment via PayPal, Credit Card or **Cheque.
**No seat can be reserved through telephone. Enrolment will be processed upon receipt of
payment. Please be reminded to complete the online form and send together with your cheque
to the Secretariat.
S & IR 2 4 B - SEEIE AL I DA PayPal ~ (5 HI-REC S ZE 5K -
PFRGA BN » ALAMCE S R o BE5E R RS E S A RIA G M ER -
Enroll Now IRIFEEZ# 5 +
=R B3R 2
Remarks: A zoom account is not required to attend the webinar. However, participant need to
HEEE: install zoom first (The software is compatible with smartphone, tablet and computer).
S /AL zoom BREEH AT S B & - (HMHEZEE zoom HRAG (R RE 14 S B R
) -
User guide on zoom and link of the webinar will be sent to registered participants
by email on 20 August.
Zoom ZZESE{F B RSt & EEE KA 8 B 20 HE X Z SNBSS EEML -
Enquiry: SCAA Secretariat ZEETFLE R
&5 Ms Ally Chan [#/NgH

Tel FEzE: 2869 6003
Email ZE%[: training@scaacpa.orgd.hk
Facebook: www.facebook.com/scaacpa
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