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Being productive is not a luxury, it’s a necessity. Dive in and 
analyze your day from the moment you get to the office until 
the time you leave. We all get the same 24 hours… learn how 
to make the most of yours!

This course provides strategies to increase your efficiency and 
productivity by focusing on very tactile areas of your work day 
that you can easily control through proven systems. We will 
tackle areas such as: effective planning and scheduling, creating 
and using effective to do lists, email management, work space 
organization and creating an effective filing system (both paper 
and digital document management). Your work day will become 
manageable, controlled and organized!

You’ll identify your organizing personality (yes, we all have one!)  
using Deb’s matrix that was featured in Better Homes and 
Gardens “Secrets of Getting Organized” Magazine and use 
that knowledge to create your ultimate work space. Most 
importantly, we’ll also share tips and strategies to help you 
stay on track and continue to be productive and organized 
in the future.

Learning objectives:
• Learn how to control your day vs. your day controlling you.
•  Gain imperative planning skills that will help both your 
 professional and personal life.
•  Reinvent your work space for ultimate inspiration and 
 productivity.

Workshop takes place at the Greater Utica Chamber of Commerce 
office at the Landmarc Building at 520 Seneca Street in Utica

SIGN UP TODAY: dceffconsult.com/workshops

The Chamber, SCORE and Mohawk Valley Small Business Development Center have 
joined forces with Deb Cabral to help you be more efficient and productive this year!

Thursday, March 15, 2018  •  9am-12pm  
Take Control of Your Workday: Plan, Organize and Thrive

 $49.99 per person – includes color handout


