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How to Get Things Done 
When You’re NOT in Charge!
There is nothing more frustrating than having piles of work that needs to be done, and no-one available to help!  
Knowing that if we just had a little more authority, 
more things would get done.

Don’t fool yourself into thinking that it’s about your ‘authority’.  It’s about how you act, how you ask, and the credibility you bring to the office every day.  By learning how to communicate professionally, you can learn
 “How to Get Things Done When You’re NOT in Charge!”

Learn how to:

· build and strengthen your ‘people’ skills

· get more done in less time

· develop the credibility you need to get things done through others

· bring out the best in other people .. work in cooperative partnerships

· develop a winning combination of diplomacy and professionalism

· project a ‘take-charge’ image that wins respect and recognition

· increase your effectiveness, productivity and satisfaction!

Who will benefit:

· Administrative Professionals

· Support Staff

· Anyone who has more work than time (including the ‘boss’)

