
Funded by the European Union. Views and opinions expressed are however those of the author(s) only and do
not necessarily reflect those of the European Union or the European Education and Culture Executive Agency
(EACEA). Neither the European Union nor EACEA can be held responsible for them.

ENTRECOMP:
3.2 Planning and Management

JYIF

Duration: 6 hours



Project Consortium

Coordinator:

Partners:



Project Details

Title: “Joint Development, Piloting, and Validation of Entrepreneurial Mindset 
and Key Skills Curricula and Training Materials for Third Countries”
Acronym: EMSA (Entrepreneurial Mindset and Skills for All)
Agreement Number: 101092477 – EMSA – ERASMUS-EDU-2022-CB-VET 
Programme: Erasmus+ Capacity Building in the Field of Vocational Education 
and Training (VET)
Call for Proposals: ERASMUS-EDU-2022-CB-VET
Start Date: 01.01.2023
End Date: 31.12.2025



What are the key competences (ERF)3.2 Planning and Management
Training Aim

This workshop ignites your journey towards personal and professional mastery. Through interactive activities, insightful theory, 
and practical tools, you'll forge a robust foundation in planning and management, equipping you to conquer goals, maximize 
productivity, and thrive amidst life's ever-changing currents.
Sharpen your vision: Craft ambitious yet achievable goals with the SMART framework, transforming intangible dreams into 
tangible plans with clear milestones and deadlines. Prioritization becomes your compass, guiding you through the storm of 
competing demands. You'll leave equipped to tackle the most crucial tasks first, freeing yourself from overwhelm and ensuring the 
right things get done.
Unleash your inner maestro of time: Learn to wield proven time management techniques like time tracking and scheduling 
systems. Focus enhancement becomes your secret weapon, leaving you in control of your day and empowered to navigate the 
choppy seas of distractions.
Embrace the winds of change: Develop a resilient mindset to welcome unexpected turns and navigate challenges with confidence. 
Learn to anticipate the squalls and adjust your sails nimbly, conquering obstacles with honed problem-solving skills and 
adaptability.

This workshop is also your launchpad to:
Greater goal achievement: Transform lofty ambitions into tangible realities with a clear roadmap and actionable steps. 
Increased productivity and control: Master your time and prioritize effectively, leaving you feeling empowered and in charge of 
your journey.
Confidence and adaptability: Embrace change, overcome challenges, and navigate life's uncertainties with a resilient spirit.



3.2 Planning and 
Management

Learning 
Outcomes

In terms of knowledge:
✓ Explain the value of flexibility in goal achievement.
✓ Name techniques for handling unexpected obstacles.

In terms of skills:

✓ Formulate specific and measurable goals using the 
SMART framework.

✓ Create a timeline for goal achievement.
✓ Align short-term actions with long-term objectives.

In terms of competences:

✓ Apply prioritization, recognizing essential tasks and 
activities.

✓ Construct a structured method for prioritizing.
✓ Formulate action plans that harmonize with overarching 

goals and objectives.



What ENTRECOMP 
competence                 
is our training about?



Training Route Map

7

Introduction to Planning 
and Management

Planning Your Goals
Prioritizing and Time 

Management 

Adapting to Change and 
Challenges

Revision



What are the key competences (ERF)Training Rules

Participation



Goal Setting Mad Libs 
(15 Minutes)

Get ready to laugh your way to 
a stronger vision! This Mad Libs 
activity will unleash your 
creativity and solidify your 
understanding of the SMART 
goal framework, all while 
injecting some fun into your 
personal development journey.



Introductions
Let’s get to know each other!



"The future belongs to those who believe in the beauty 
of their dreams“. - Eleanor Roosevelt



Introduction to Planning and Management



Key Definitions
Let's begin by understanding the fundamental 
concepts that will shape your journey. Planning 
and Management are foundational skills that 
empower individuals to navigate life effectively.

Planning:

Definition: Planning is the process of setting goals, 
determining actions to achieve those goals, and 
outlining how to implement those actions.

Purpose: It provides a roadmap for success, 
helping individuals convert aspirations into 
achievable steps.

Key Elements: Identification of objectives, creation 
of strategies, and development of a step-by-step 
action plan.



Key Definitions
Management: 
Definition: Management involves 
coordinating and overseeing activities 
to achieve specific goals efficiently and 
effectively.

Purpose: It ensures resources are 
utilized optimally, tasks are organized, 
and goals are met.

Key Elements: Decision-making, 
organizing, leading, and controlling 
processes to achieve desired outcomes.



Types of Management

• Time Management

• Team Management

• Financial Management

• Project Management

• Human Resource Management (HRM)

• Operations Management

• Risk Management

• Change Management

• Communication Management

• Knowledge Management



Foundations of Planning
Identification of Objectives: Clearly define 
SMART objectives as the destination for planning 
efforts.

Assessment of Current Situation: Analyze 
strengths, weaknesses, opportunities, and threats 
through SWOT analysis.

Development of Strategies: Formulate high-level 
plans outlining the approach to achieving 
objectives.

Action Planning: Break down strategies into 
actionable steps with clear timelines and 
responsibilities.

Flexibility and Adaptability: Anticipate changes 
and remain adaptable in dynamic environments.



Why Foundations Matter
Stability: Foundations provide stability, 
ensuring that plans and management 
processes are built on solid ground.

Resilience: Strong foundations enable 
resilience in the face of challenges and 
changes.

Sustainability: Sustainable success is 
achieved through well-established 
planning and management principles.



Workshop Objectives Recap
Knowledge: Understand the importance 
and key concepts of planning and 
management.

Skills: Develop the ability to set SMART 
goals and manage time effectively.

Competences: Cultivate critical thinking, 
proactive approach, and effective 
communication.



Group Discussion (30 Minutes)

This group discussion activity aims to deepen 
participants' understanding of the foundations of 
planning and management by encouraging 
collaborative learning and knowledge sharing 
within a small-group setting.
Objective:
- Reinforce understanding of the foundations of 
planning and management.
- Encourage participants to share insights and 
perspectives.
- Promote collaborative learning and knowledge 
exchange.



1. Planning Your Goals
Identifying Your Goals 
SMART Goal Formulation 
Creating Actionable Plans 



Case Studies (25 Minutes)

Goal:
The goal of the case study activity is 
to provide practical, real-world 
scenarios that embody the principles 
of Goal Identification, SMART Goal 
Formulation, and Creating Actionable 
Plans.



Identifying Your Goals
The journey towards personal and professional mastery begins 
with a crucial step — identifying your goals. This foundational 
stage sets the tone for the entire planning process, shaping your 
roadmap to success.

Empowering Choices:

Goal identification empowers you to make informed choices. It's 
about understanding what truly matters to you, whether in your 
personal life, your career, or other aspects. By pinpointing your 
goals, you gain the clarity needed to make decisions aligned with 
your values and aspirations.

Personalized Blueprint:

Think of goal identification as creating a personalized blueprint for 
your journey. It's about customizing your route based on your 
unique vision, acknowledging that everyone's path is different. 
This personalization ensures that your planning efforts are not only 
effective but also deeply meaningful to you.



Identifying Your Goals
Types of Goals

Short-Term Goals: Achievable within a 
relatively brief timeframe (days to a few 
months).

Medium-Term Goals: Require more time 
and effort, typically spanning a few months 
to a few years.

Long-Term Goals: Represent overarching 
aspirations that may take several years to 
accomplish.



Goal Brainstorming (25 Minutes)

Personal Goals:
Think about aspects of your life beyond the 
professional sphere.
What personal achievements or improvements do 
you aspire to make?

Professional Goals:
Reflect on your career and professional 
development.
What milestones or advancements do you aim to 
achieve?



SMART Goal Formulation
SMART Goal Framework:
Specific: Clearly define what you 
want to achieve.
Measurable: Establish criteria for 
tracking progress.
Achievable: Set realistic and 
attainable goals.
Relevant: Ensure goals align with 
your values and overall objectives.
Time-Bound: Specify a timeframe for 
goal completion.



SMART Application (10 Minutes)

Divide into small groups (3-4 students) using 
breakout rooms in your online platform. Ask each 
group to brainstorm and choose a broad category 
for goal setting relevant to the course content. 
Examples might be:

•Public Speaking Skills
•Research Skills
•Time Management for Online Learning
•Critical Thinking Skills



Creating Actionable Plans 
Transitioning from goal 
identification and SMART goal 
formulation, the next crucial step is 
creating actionable plans. This 
phase is where we roll up our 
sleeves and transform aspirations 
into tangible, step-by-step plans, 
ensuring a clear roadmap for 
success.



Creating Actionable Plans 
The Significance of Actionable Plans:

Definition: Actionable plans are the detailed strategies and steps that transform goals into achievable tasks.

Importance: Without actionable plans, goals remain elusive dreams. These plans provide the practical 
guideposts that lead to successful goal attainment. They are the difference between saying, "I want to 
achieve X" and laying out precisely how you'll get there.

Navigating the Complexity:

Much like a map for a journey, actionable plans help navigate the complexities of turning aspirations into 
reality. In the face of overwhelming goals, actionable plans break them down into manageable steps. This 
breakdown provides clarity and direction, making the journey less daunting and more manageable.

From Vision to Execution:

Actionable plans bridge the gap between envisioning success and executing the necessary tasks. They 
empower individuals to take deliberate and effective actions toward their goals. It's the phase where goals 
cease to be abstract and start taking shape through practical, executable steps.





Group Discussion (25 Minutes)

The goal of this activity is to engage participants 
in the strategic planning process, guiding them 
through the creation of actionable plans for 
diverse goals. Participants will gain practical 
experience in translating aspirations into tangible 
steps, fostering a deeper understanding of the 
importance of detailed planning in goal 
attainment.



"Success is not final, failure is not fatal: It is the courage to continue 
that counts”. - Winston Churchill



2. Prioritizing and Time Management
Prioritization Strategies 
Time Management Techniques
Staying Organized and Motivated



Prioritizing and Time Management
Time is a finite resource, and how we 
utilize it can significantly impact our 
personal and professional success. In 
the dynamic landscape of life, the 
ability to prioritize tasks effectively and 
manage time efficiently becomes a 
cornerstone of achievement and well-
being.



Prioritization Strategies
The Time Management Matrix is a powerful tool designed 
to help individuals categorize and prioritize tasks based on 
their urgency and importance. Developed by Dwight D. 
Eisenhower, the 34th President of the United States, this 
matrix provides a structured approach to decision-making 
and time allocation.

Quadrant 1 - Urgent and Important

Quadrant 2 - Not Urgent but Important

Quadrant 3 - Urgent but Not Important

Quadrant 4 - Not Urgent and Not Important



Scenario Pitching (20 Minutes)

The objective of this activity is to enhance 
understanding of the Time Management Matrix 
by applying it to real-life scenarios. Through 
scenario pitching, you will practice categorizing 
tasks into the four quadrants and develop 
strategic insights into effective prioritization.



Time Management Techniques
Pomodoro Technique:

The Pomodoro Technique is a time management method developed by 
Francesco Cirillo. It involves breaking work into intervals, traditionally 25 
minutes in length, separated by short breaks. These intervals are known as 
"pomodoros." The technique aims to enhance focus and productivity by 
encouraging individuals to work in concentrated bursts.

Eisenhower Matrix (Revisited):

The Eisenhower Matrix, also known as the Urgent-Important Matrix, is a 
decision-making and time management tool. It categorizes tasks into four 
quadrants based on their urgency and importance. This method helps 
individuals prioritize tasks, ensuring that they focus on activities that 
contribute to long-term goals rather than merely reacting to the urgent.

Time Blocking:

Time blocking is a time management technique where individuals allocate 
specific blocks of time to different tasks, activities, or categories. This 
method helps create a structured schedule, reduces multitasking, and 
allows for focused, uninterrupted work during designated periods.



Time Management Techniques
Batching:

Batching involves grouping similar tasks together and performing them 
during dedicated time slots. By focusing on specific types of activities in 
batches, individuals can minimize context switching, improve efficiency, 
and maintain a better flow of work.

The Two-Minute Rule:

The Two-Minute Rule is a productivity principle that suggests if a task takes 
two minutes or less to complete, it should be done immediately. The rule is 
based on the idea that addressing quick tasks promptly prevents them 
from accumulating and becoming overwhelming.

Digital Detox Techniques:

Digital detox techniques involve strategies to manage and reduce digital 
distractions. This can include setting focused work periods without 
interruptions from electronic devices, turning off non-essential 
notifications, and creating a workspace conducive to concentration.



Time Management Techniques



Case Studies: Time Management 
Techniques (25 Minutes)

The objective of this case study is to demonstrate 
the effective application of the Pomodoro 
Technique in improving concentration and 
productivity during focused work sessions.



Staying Organized and Motivated
Organization Strategies:

Effective organization is the backbone of successful planning and 
management. It involves creating structures and systems that 
streamline workflows, reduce stress, and enhance overall 
productivity. Adopting organization strategies not only optimizes 
your physical and digital spaces but also cultivates a mindset of 
order and clarity.

Example:

Imagine maintaining a clutter-free workspace where essential tools and 
materials are easily accessible. By organizing your physical environment, 
you minimize distractions and create a conducive space for focused work. 
This simple strategy can significantly enhance your efficiency and 
contribute to a more organized approach to tasks.



Staying Organized and Motivated
Motivation Boosters:

Introduction:

Motivation is the driving force behind goal achievement. It 
provides the energy and enthusiasm needed to overcome 
challenges and persist in the pursuit of objectives. Employing 
motivation boosters involves identifying strategies that resonate 
with your individual values and aspirations, ensuring a sustainable 
and fulfilling journey toward your goals.

Example:

Consider setting specific, achievable milestones on the path to a larger 
goal. Each time you reach a milestone, celebrate your achievement. This 
celebration serves as a motivational booster, reinforcing your progress and 
instilling a positive mindset. Recognizing and acknowledging your 
accomplishments fuels the desire to continue working towards your 
ultimate objectives.



Staying Organized and Motivated
Visualization Techniques:

Visualization is a powerful cognitive tool that involves creating 
mental images of desired outcomes. It aligns your thoughts, 
emotions, and actions with your goals, fostering a sense of clarity 
and purpose. Visualization techniques leverage the mind's ability 
to influence behavior, making it a valuable practice for staying 
focused and motivated.

Example:

Envision creating a vision board that visually represents your short-term 
and long-term goals. Include images, quotes, and symbols that resonate 
with your aspirations. Regularly engaging with this visual representation 
reinforces your commitment, serves as a daily reminder of your 
objectives, and sparks motivation by bringing your goals to life in your 
mind's eye.



Group Discussion: “Organization and 
Motivation” (25 Minutes)

Foster a collaborative discussion on effective 
organization, motivation boosters, and 
visualization techniques, allowing participants to 
share insights and learn from each other's 
experiences.



3. Adapting to Change and Challenges
Embracing Change and Flexibility
Developing Adaptability Skills
Staying on Track and Reflecting



Embracing Change and Flexibility
Change is an inherent and constant aspect of life. In both personal and 
professional spheres, individuals are continually confronted with new 
situations, evolving circumstances, and unexpected challenges. Whether 
it's technological advancements, shifts in the economy, personal life events, 
or organizational transformations, change is a natural part of the human 
experience. Acknowledging the inevitability of change sets the foundation 
for a proactive and adaptive mindset. It encourages individuals to approach 
life with a sense of readiness, understanding that the ability to navigate 
change is a crucial skill for success and well-being.

The Resilient Mindset:

A resilient mindset goes beyond mere toughness; it encompasses a mental 
and emotional agility that allows individuals to navigate setbacks, failures, 
and adversities with grace and determination. Resilience involves the 
capacity to bounce back from challenges, adapt to changing circumstances, 
and maintain a positive outlook. It's about cultivating mental fortitude, 
emotional intelligence, and a belief in one's ability to overcome difficulties. 
Exploring this concept involves understanding that resilience is not a fixed 
trait but a skill that can be developed and strengthened through experience 
and intentional practice.



Group Discussion Activity: "Mindset 
Matters" (25 Minutes)

Facilitate a group discussion to explore and 
differentiate between the concepts of a growth 
mindset and a fixed mindset, encouraging 
participants to reflect on their own mindset and 
its impact on their personal and professional lives.



Developing Adaptability Skills
Definition:

Adaptability is the ability to adjust to new conditions 
and changes swiftly, effectively, and with a positive 
mindset. It involves embracing uncertainties, learning 
from experiences, and proactively navigating through 
dynamic environments.

Components of Adaptability:

- Openness to Change

- Problem-Solving Skills

- Resilience



Developing Adaptability Skills
Adaptability Training Techniques:

- Scenario Planning:

Anticipate potential changes and disruptions that may impact personal or 
professional contexts.

Develop contingency plans to address various scenarios, ensuring readiness for 
unexpected events.

Regularly review and update scenarios based on evolving circumstances.

- Learning Agility:

Actively seek new knowledge and skills that align with current and future needs.

Embrace a mindset of continuous learning, viewing every experience as an 
opportunity to acquire new insights.

Seek feedback and adapt based on lessons learned from experiences and challenges.

- Stress Management:

Identify stressors and implement proactive stress-reducing strategies.

Cultivate mindfulness and relaxation techniques to enhance emotional resilience.

Foster a supportive environment that encourages open communication and shared 
coping mechanisms.



Role-Playing Activity: “Adaptability 
Challenge” (25 Minutes)

Objective:
To simulate real-world scenarios that require 
quick adaptability, problem-solving, and 
resilience, fostering a practical understanding of 
adaptability skills.



Staying on Track and Reflecting
Navigating the complex terrain of personal and 
professional development requires not only effective 
planning and adaptability but also a steadfast 
commitment to staying on track. In the face of 
challenges, maintaining focus on our goals becomes a 
beacon guiding us through uncertainty. Moreover, the 
journey is enriched by the practice of reflection—a 
deliberate pause to glean insights from experiences. 
Effective planning and adaptability, when coupled with 
the discipline of staying true to our goals, form a 
powerful combination that propels us toward 
continuous improvement.



Staying on Track and Reflecting
Staying on Track Strategies:

- Goal Review:

Regularly revisiting and reassessing our goals is essential for staying on track. By ensuring 
alignment with current priorities, goal reviews prevent drift and allow for adjustments, ensuring 
that efforts remain directed toward the most impactful objectives. Schedule periodic goal review 
sessions to consider changes in priorities, emerging opportunities, and personal or organizational 
shifts.

- Task Prioritization:

Task prioritization, facilitated by tools like the Eisenhower Matrix, aids in effective time 
management. This strategy ensures that crucial tasks receive attention, contributing to 
overarching goals. Regularly apply the Eisenhower Matrix to categorize tasks into 
urgent/important, important/not urgent, urgent/not important, and not urgent/not important.

- Accountability Partnerships:

Engaging in accountability partnerships provides mutual support, encouragement, and a sense of 
responsibility. These partnerships foster a commitment to shared and individual goals. Form 
partnerships with colleagues, friends, or mentors, setting clear expectations and check-in points 
to review progress and offer support.



Staying on Track and Reflecting
Reflection as a Tool for Growth:

- Daily Reflection:

Allocating time daily to reflect on achievements, challenges, and lessons learned enhances self-awareness 
and facilitates continuous learning. This practice promotes mindfulness in decision-making. Dedicate a 
specific time each day for reflection, journaling key experiences, acknowledging accomplishments, and 
identifying areas for improvement.

- Project Debriefs:

Thorough debrief sessions at the completion of significant projects or milestones offer a structured platform 
to analyze outcomes, identify successes and areas for improvement, and capture insights for future 
endeavors. Schedule debrief sessions involving team members, discussing project goals, challenges faced, and 
strategies employed, with a focus on shared learning.

- Feedback Loop:

The feedback loop, centered around seeking and providing constructive feedback, fosters a culture of 
continuous improvement. This practice promotes a growth mindset, encourages open communication, and 
catalyzes positive change in behaviors and processes. Encourage regular feedback exchanges within teams, 
emphasizing constructive criticism, positive reinforcement, and actionable insights.



Scenario Planning Activity: "Charting the 
Course Forward" (25 Minutes)

Objective:
To apply the principles of staying on track and 
reflection through a scenario planning activity, 
fostering strategic thinking, adaptability, and 
continuous improvement.



Revision



✓ How has your understanding of effective planning and management evolved throughout the workshop?

✓ Can you identify specific instances in your personal or professional life where you can apply the principles 
discussed in the workshop?

✓What are the three most significant insights or concepts you've gained from the workshop?

✓Which interactive activity or technique resonated with you the most, and how did it contribute to your learning?

✓ In what ways do you foresee implementing the workshop principles to foster personal and professional growth?

✓ How do you plan to embrace change and cultivate adaptability in your approach to challenges, considering what 
you've learned?

✓What specific steps will you take to ensure continuous learning and application of the workshop principles 
beyond this session?

✓ How did the group discussions and collaborative activities enhance your understanding and application of the 
workshop content?

✓ Identify one specific skill (e.g., goal setting, time management) that you feel has significantly improved as a 
result of the workshop. How do you plan to further develop this skill?

✓ Reflect on your confidence level in implementing the learned strategies. What factors contribute to your sense 
of readiness to apply these principles in your life? 



Do you have any questions?



What will you keep from 
today’s training?



Training

Evaluation
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List of Suggested Resources for Self-Directed Learning
• "Management Challenges for the 21st Century" by Peter F. Drucker

A classic that explores management challenges and strategies for the modern era.

• "Rise and Fall of Strategic Planning" by Henry Mintzberg

Offers insights into the limitations and alternatives to traditional strategic planning.

• "Building a Practically Useful Theory of Goal Setting and Task Motivation" by Edwin A. Locke and Gary P. Latham

An academic article exploring the theory and practicality of goal setting.

• "Mindset: The New Psychology of Success" by Carol S. Dweck

Explores the concept of mindset and its impact on personal and professional success.

• "The 7 Habits of Highly Effective People" by Stephen R. Covey

A timeless guide to personal effectiveness and leadership.

• "Getting Things Done: The Art of Stress-Free Productivity" by David Allen

Offers practical techniques for personal productivity and stress-free task management.
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Activity Instructions
• Slide 9:  Goal Setting Mad Libs (15 Minutes) MT3.2.1

Get ready to laugh your way to a stronger vision! This Mad Libs activity will unleash 
your creativity and solidify your understanding of the SMART goal framework, all while 
injecting some fun into your personal development journey.

Instructions:

Choose one of the Mad Libs templates below.

Read each blank and think of a word that fits the category listed. Be silly, be serious, be 
YOU!

Fill in the blanks with your chosen words. Don't worry about being perfect, just have 
fun!

Once you've filled in all the blanks, read your personalized SMART goal aloud to the 
group. Be prepared for some laughs and applause!



Activity Instructions
• Slide 19:  Group Discussion Activity: "Foundations Exchange" (30 Minutes) MT3.2.2

This group discussion activity aims to deepen participants' understanding of the foundations of planning and management by encouraging collaborative learning and knowledge sharing within a small-group setting.

Objective:

- Reinforce understanding of the foundations of planning and management.

- Encourage participants to share insights and perspectives.

- Promote collaborative learning and knowledge exchange.

Instructions:

1. Formation:    - Divide participants into small groups of 4-6 individuals.

2. Topic Assignments:    - Assign each group either the "Foundations of Planning" or the "Foundations of Management."

3. Discussion Guidelines:

   - Each group discusses the key concepts within their assigned foundation.

   - Explore real-life examples or experiences related to the foundation.

   - Consider challenges and solutions associated with implementing each foundation.

4. Group Interaction:

   - Encourage active participation from all members.

   - Facilitate an open exchange of ideas and perspectives.

5. Preparation Time:

   - Allocate 15 minutes for each group to prepare a brief summary of their discussion.

6. Q&A and Reflection:

   - Open the floor for questions and reflections from other groups.

   - Facilitate a brief discussion on commonalities and differences between the foundations of planning and management.



Activity Instructions
• Slide 21:  Case Studies (25 Minutes) MT3.2.4

The goal of the case study activity is to provide participants with practical, real-world scenarios that embody the principles of Goal Identification, SMART Goal Formulation, and Creating Actionable Plans.

Instructions for the Instructor:

Group Formation:

Divide participants into small groups, ensuring a mix of backgrounds and experiences in each group.

Assign a facilitator or allow groups to self-select someone to lead the discussion.

Case Study Analysis:

Allocate sufficient time for groups to discuss and analyze each case study.

Instruct participants to consider the following questions:

How well-defined is the goal in each case?

Is the SMART framework effectively applied?

Are the actionable plans practical and comprehensive?

Group Discussion:

Bring the groups back together for a larger discussion.

Encourage each group to share their analyses, focusing on diverse perspectives and potential alternative approaches.

Facilitate Q&A:

Open the floor for questions and comments.

Encourage participants to seek clarification on aspects of the case studies or share additional insights.

Summary and Insights:

Summarize the key insights gained from the case study analyses.

Highlight common challenges, effective strategies, and overarching principles identified during the discussion.



Activity Instructions
• Slide 24:  Goal Brainstorming (25 Minutes) MT3.2.3

Objective:

- Engage participants in identifying and articulating personal and professional goals.

- Encourage participants to think across short-term, medium-term, and long-term timeframes.

Benefits:

- Promotes self-reflection and goal articulation.

- Encourages participants to consider goals in different timeframes.

- Sets the stage for future planning activities within the workshop.

Instructions:

1. Goal Identification:

   - Personal Goals:

     - Think about aspects of your life beyond the professional sphere.

     - What personal achievements or improvements do you aspire to make?

   - Professional Goals:

     - Reflect on your career and professional development.

     - What milestones or advancements do you aim to achieve?

2. Timeframe Consideration:

   - Consider goals in three timeframes:

     - Short-Term (0-6 months): Goals achievable in the near future.

     - Medium-Term (6 months - 2 years): Goals that require more time and planning.

     - Long-Term (2+ years): Overarching aspirations that may take several years to accomplish.



Activity Instructions
• Slide 26:  SMART Application (10 Minutes) MT3.2.13

Objective:

- Engage participants in identifying and articulating personal and professional goals.

- Encourage participants to think across short-term, medium-term, and long-term timeframes.

Benefits:

- Promotes self-reflection and goal articulation.

- Encourages participants to consider goals in different timeframes.

- Sets the stage for future planning activities within the workshop.

Instructions:

1. Goal Identification:

   - Personal Goals:

     - Think about aspects of your life beyond the professional sphere.

     - What personal achievements or improvements do you aspire to make?

   - Professional Goals:

     - Reflect on your career and professional development.

     - What milestones or advancements do you aim to achieve?

2. Timeframe Consideration:

   - Consider goals in three timeframes:

     - Short-Term (0-6 months): Goals achievable in the near future.

     - Medium-Term (6 months - 2 years): Goals that require more time and planning.

     - Long-Term (2+ years): Overarching aspirations that may take several years to accomplish.



Activity Instructions
• Slide 30:  Group Discussion (25 Minutes) MT3.2.5

Instructions for the Instructor:

Activity Setup :

Explain that participants will be working individually or in small groups, depending on the class size.

Distribute the list of diverse goals and corresponding examples of actionable plans.

Clearly communicate that the focus is on understanding how to structure actionable plans effectively.

Individual/Group Work:

Instruct participants to select a goal from the list (or propose their own) and develop an actionable plan for achieving that goal.

Encourage participants to consider the SMART criteria (Specific, Measurable, Achievable, Relevant, Time-Bound) in their planning.

Remind them to be detailed and specific in outlining steps.

Discussion and Sharing:

Allow each participant or group to share their chosen goal and the corresponding actionable plan.

Encourage discussion by posing questions like:

How did you prioritize tasks within your plan?

Did you face challenges in creating actionable steps, and how did you overcome them?

What insights did you gain from this activity?

Encourage each group to share their analyses, focusing on diverse perspectives and potential alternative approaches.

Facilitate Q&A:

Open the floor for questions and comments.

Encourage participants to seek clarification on aspects of the case studies or share additional insights.

Summary and Insights:

Summarize the key insights gained from the case study analyses.

Highlight common challenges, effective strategies, and overarching principles identified during the discussion.



Activity Instructions
• Slide 36:  Scenario Pitching (20 Minutes) MT3.2.6

Instructions:

1. Scenario Selection:

   - Participants or groups choose a real-life scenario related to their personal or professional lives.

   - Scenarios can include work projects, academic responsibilities, personal goals, or a mix of different aspects.

2. Task Categorization:

   - Using the Time Management Matrix, participants categorize tasks from their chosen scenario into Quadrants 1, 2, 3, and 4.

   - Emphasize the importance of distinguishing between urgency and importance during this process.

3. Strategic Pitch:

   - Participants or groups present their scenarios to the rest of the workshop attendees.

   - For each task within the scenario, they pitch their strategic approach to prioritization based on the quadrant it falls into.

   - Encourage participants to explain the reasoning behind their categorizations.

4. Peer Feedback and Discussion:

   - After each pitch, open the floor for feedback and discussion.

   - Encourage participants to share insights, alternative perspectives, or additional considerations for task prioritization.

   - Facilitate a constructive dialogue on the effectiveness of different strategies.

Encourage participants to seek clarification on aspects of the case studies or share additional insights.

Summary and Insights:

Summarize the key insights gained from the case study analyses.

Highlight common challenges, effective strategies, and overarching principles identified during the discussion.



Activity Instructions

• Slide 39:  Case Studies: Time Management Techniques (25 
Minutes)MT3.2.7

Instructions:

Participants will read the scenarios and then applying the 6 
Techniques.

Discuss how the Technique works and its benefits.

Encourage participants to share their thoughts on whether they have 
tried similar techniques or if they foresee challenges in applying this 
method.



Activity Instructions
• Slide 43:  Group Discussion: "Organization and Motivation“ (25 Minutes)MT3.2.8

Instructions:

1. Introduction:

   - Briefly revisit the importance of organization, motivation, and visualization in personal and professional mastery.

   - Highlight the impact of these practices on daily productivity and goal achievement.

2. Individual Reflection:

   - Ask participants to take a moment to reflect on their current organization and motivation practices.

   - Encourage them to consider what strategies have been effective for them and where they might seek improvement.

3. Small Group Sharing:

   - Divide participants into small groups (3-5 members) based on their virtual breakout rooms or physical proximity.

   - In these groups, ask participants to share one organization strategy, one motivation booster, and one visualization technique that they find particularly effective.

   - Encourage open discussion, allowing each participant to contribute and ask questions.

4. Group Reports:

   - Bring the groups back together and invite each group to share one key takeaway from their discussions.

   - Facilitate a brief discussion on commonalities and differences in the strategies discussed.

5. Open Floor Discussion:

   - Open the floor for participants to share additional organization, motivation, or visualization tips they've discovered.

   - Encourage participants to ask questions and seek advice from others in the workshop.



Activity Instructions
• Slide 46:  Group Discussion Activity: "Mindset Matters" (25 Minutes)  MT3.2.9

Instructions:

1. Introduction:

   - Define and briefly explain the concepts of a growth mindset and a fixed mindset.

   - Provide real-life examples illustrating the characteristics of each mindset.

   - Emphasize that individuals may exhibit a combination of both mindsets in different aspects of their lives.

2. Self-Reflection:

   - Ask participants to take a moment for self-reflection.

   - Encourage them to consider situations where they may have demonstrated characteristics of a growth mindset and instances where a fixed mindset prevailed.

3. Small Group Discussion:

   - Divide participants into small groups (3-5 members).

   - In these groups, ask participants to share personal experiences related to growth and fixed mindsets.

   - Prompt discussions on how these mindsets manifested in their attitudes towards challenges, learning, and feedback.

4. Whole Group Sharing:

   - Bring the groups back together and invite each group to share one or two key insights from their discussions.

   - Encourage participants to actively listen to others' experiences and perspectives.

5. Case Study Analysis:

   - Present a case study that highlights an individual or team facing challenges.

   - Ask participants to analyze the case study, identifying instances of growth or fixed mindsets and their potential impact on outcomes.

   - Facilitate a discussion on alternative approaches that could have been taken with a different mindset.

6. Personal Commitment:

   - Ask participants to make a personal commitment to cultivate a growth mindset in a specific area of their life.

   - Encourage them to share their commitments with the group, fostering accountability and mutual support.



Activity Instructions
• Slide 49:  Role-Playing Activity: "Adaptability Challenge“ (25 Minutes) MT3.2.10

Instructions:

1. Scenario Setup:

   - Briefly explain the purpose of the role-playing activity: to immerse participants in situations where they must adapt swiftly.

   - Introduce the scenarios: Create three different scenarios that represent challenges requiring adaptability. For example, sudden market shifts, changes in project scope, or unexpected team dynamics.

2. Scenario Roles:

   - Assign roles to participants for each scenario. Ensure that each participant has a unique role and perspective, such as team members, project managers, or clients.

   - Briefly explain the background and goals of each participant's role.

3. Role-Playing:

   - Conduct the role-playing scenarios. Participants should interact as if facing the given challenges in a real-world setting.

   - Encourage spontaneous decision-making, problem-solving, and adaptability within their assigned roles.

   - Use cues or triggers to introduce unexpected elements or changes during the scenarios.

4. Debriefing:

   - Facilitate a group discussion after each scenario. Ask participants to reflect on their experiences, challenges faced, and the strategies they used to adapt.

   - Encourage open sharing of thoughts, feelings, and lessons learned during the role-playing activity.

5. Reflection Questions:

   - How did you approach the unexpected challenges in your role?

   - What strategies did you use to adapt and problem-solve in the moment?

   - How did communication and collaboration contribute to the adaptability of the team?

6. Group Analysis:

   - Summarize common themes and strategies observed during the role-playing scenarios.

   - Discuss the importance of adaptability, problem-solving, and resilience in the face of unexpected challenges.

   - Encourage them to share their commitments with the group, fostering accountability and mutual support.



Activity Instructions
• Slide 53:  Scenario Planning Activity: 

"Charting the Course Forward" (25 Minutes) 
MT3.2.11

Instructions:

1. Scenario Introduction:

   - Participants are presented with a fictional 
scenario related to their professional domain or a 
common industry.

   - Describe a significant change or challenge that 
requires strategic planning and adaptation.

2. Goal Setting:

   - Participants individually set three short-term 
goals in response to the presented scenario.

   - Emphasize the importance of aligning these 
goals with the new challenges or changes.

5. Reflection Break:

   - Participants take a short break for individual 
reflection.

   - They journal their thoughts on the scenario, 
their goals, and the accountability partnerships.

   - Encourage considering what adjustments 
might be needed based on the discussions.

6. Goal Adjustment and Feedback Loop:

   - Participants, based on their reflections, may 
adjust their goals considering the insights gained.

   - Each participant receives constructive 
feedback from their accountability partner or 
group.

   - Discuss how this feedback contributes to 
continuous improvement.

7. Group Discussion:

   - Facilitate a group discussion on the overall 
experience.

3. Task Prioritization:

   - Utilizing the Eisenhower Matrix, participants 
categorize tasks related to their goals into 
urgency and importance.

   - Discuss how prioritization will help them focus 
on tasks that contribute most to their adapted 
goals.

4. Accountability Partnerships:

   - Participants form pairs or small groups.

   - Each participant shares their goals and task 
prioritization with their partner or group.

   - Partnerships are established for mutual 
support and accountability.

   - Discuss how having an accountability partner 
can enhance adaptability and goal attainment.

- Encourage participants to share insights, 
challenges faced, and how the scenario planning 
activity enhanced their strategic thinking and 
adaptability.

   - Discuss the importance of goal setting, 
prioritization, accountability, and reflection in 
navigating challenges.
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