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Course Introduction / Overview:

In today's rapidly evolving business landscape, managers face unprecedented demands to enhance
efficiency, drive innovation, and optimize team performance. The Advanced Digital Productivity Tools
and Workflow Automation for Managers Training Course, offered by BIG BEN Training Center, is
meticulously designed to equip participants with the cutting-edge strategies and practical skills needed to
navigate this complex environment. This comprehensive program delves into the strategic application of
digital productivity tools, moving beyond basic functionalities to explore advanced techniques for
workflow automation, process optimization, and data-driven decision-making. Participants will learn how
to identify inefficiencies, design automated solutions, and implement integrated digital ecosystems that
foster greater collaboration and output. Drawing inspiration from seminal works like Michael Hammer's
"Reengineering the Corporation: A Manifesto for Business Revolution," this course emphasizes a holistic
approach to transforming operational processes. BIG BEN Training Center understands that true
productivity comes from a blend of technological mastery and strategic foresight, enabling managers to
not only manage tasks but to lead their teams towards sustained excellence. This course is an essential
investment for any manager seeking to leverage technology for a competitive advantage, ensuring their
organization remains agile and responsive in the digital age. It empowers managers to automate routine
tasks, freeing up valuable time for strategic thinking and innovation, thereby significantly enhancing
overall managerial effectiveness.

Target Audience / This training course is suitable for:

o Mid-level and Senior Managers.
o Team Leaders and Supervisors.

Project Managers.

Operations Managers.

Department Heads.

Business Analysts.

Process Improvement Specialists.

Anyone responsible for enhancing team or organizational productivity.
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Target Sectors and Industries:

Information Technology and Software Development.

Financial Services and Banking.

Healthcare and Pharmaceuticals.

Manufacturing and Logistics.

Retail and E-commerce.

Consulting and Professional Services.

Government Agencies and Public Sector Organizations.

Education and Training Institutions.

Telecommunications.

Energy and Utilities.

Target Organizations Departments:

Operations Department.
Project Management Office (PMO).

Human Resources Department.

Finance and Accounting Department.

Marketing and Sales Department.

Information Technology Department.

Customer Service Department.

Research and Development Department.
o Administration Department.

o Strategy and Planning Department.
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Course Offerings:

By the end of this course, the participants will have able to:

Strategically assess and optimize current digital productivity workflows.

o Master advanced features of leading digital productivity tools for enhanced efficiency.

» Design and implement effective workflow automation strategies across various functions.
o Integrate diverse digital platforms to create seamless operational processes.

o Leverage data analytics and reporting tools for informed managerial decision-making.

o Lead digital transformation initiatives within their teams and departments.

» Foster a culture of continuous improvement and innovation through technology adoption.
« Identify opportunities for robotic process automation (RPA) and no-code solutions.

o Develop a personal and team-wide digital productivity roadmap.

o Enhance overall managerial effectiveness and team performance.

Course Methodology:

BIG BEN Training Center employs a dynamic and interactive training methodology for the Advanced
Digital Productivity Tools and Workflow Automation for Managers Training Course, ensuring a highly
engaging and practical learning experience. The approach combines theoretical insights with hands-on
application, enabling participants to immediately translate concepts into actionable strategies. The
course utilizes a blend of expert-led presentations, real-world case studies, and group discussions to
explore complex topics such as business process automation and digital transformation tools.
Participants will engage in practical exercises where they design and simulate automated workflows
using various digital productivity tools. Collaborative teamwork activities will encourage peer learning and
the sharing of diverse perspectives on managerial efficiency and operational excellence. Interactive
sessions will provide opportunities for participants to apply learned concepts to their specific
organizational challenges, fostering a deeper understanding of strategic automation implementation.
Continuous feedback mechanisms, including Q&A sessions and practical demonstrations, will ensure
that all learning objectives are met. This methodology is designed to build confidence and competence in
leveraging advanced digital tools and workflow automation strategies, preparing managers to lead their
teams effectively in a digitally driven environment.
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Course Agenda (Course Units):

Unit One: Foundations of Digital Productivity and Managerial Efficiency:

o Understanding the modern digital workplace and its challenges.

e Assessing current productivity levels and identifying bottlenecks.

Setting clear productivity goals and key performance indicators.

Introduction to digital productivity frameworks and principles.

Leveraging cloud-based collaboration platforms for team synergy.

Developing a personal digital productivity strategy.

Overview of the benefits of digital transformation for managers.

Unit Two: Mastering Advanced Digital Productivity Tools:

o Deep dive into advanced task and project management software.

Utilizing communication and collaboration tools for seamless interaction.

Exploring advanced document management and sharing solutions.

Implementing effective note-taking and knowledge management systems.

Leveraging data visualization tools for informed decision-making.

Advanced calendar management and scheduling techniques.

Cybersecurity best practices for digital productivity tools.

Unit Three: Principles and Practice of Workflow Automation:

e Introduction to workflow automation concepts and benefits.

Identifying processes suitable for automation within managerial roles.

Mapping current workflows and designing optimized automated processes.

Understanding different types of automation: RPA, no-code, low-code.

Selecting the right automation tools for specific business needs.

Implementing simple automation rules and triggers.

Measuring the impact of workflow automation on efficiency.
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Unit Four: Advanced Workflow Automation Strategies and Implementation:

o Designing complex multi-step automated workflows.

Integrating various digital tools for end-to-end automation.

Utilizing Al and machine learning in workflow automation.

Automating reporting, data collection, and analysis tasks.

Developing automated approval processes and notifications.

Strategies for scaling automation across departments.

o Change management and user adoption for new automated systems.

Unit Five: Strategic Leadership in a Digitally Automated Environment:

o Leading digital transformation initiatives within the organization.

Fostering a culture of innovation and continuous improvement.

Ethical considerations and governance in automation.

Future trends in digital productivity and artificial intelligence.

Developing a long-term automation roadmap for sustained growth.

Measuring return on investment (ROI) for digital productivity and automation.

Personal action planning for implementing learned strategies.

FAQ: :

Qualifications required for registering to this course?:

There are no requirements.

How long is each daily session, and what is the total number of training hours for
the course?:

This training course spans five days, with daily sessions ranging between 4 to 5 hours, including breaks
and interactive activities, bringing the total duration to 20 - 25 training hours.

Something to think about:

How can managers effectively balance the drive for workflow automation and digital efficiency with the
imperative to maintain human-centric leadership and foster creativity within their teams?
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What unique qualities does this course offer compared to
other courses?:

The Advanced Digital Productivity Tools and Workflow Automation for Managers Training Course
distinguishes itself through its comprehensive and strategic approach, moving beyond mere tool
instruction to focus on the overarching principles of managerial effectiveness and operational excellence.
Unlike generic courses, this program emphasizes a deep understanding of how to integrate various
digital productivity tools and workflow automation strategies into a cohesive, high-performing system. It
provides managers with practical insights into identifying automation opportunities, designing robust
automated processes, and leading digital transformation initiatives within their organizations. The course
incorporates advanced concepts such as Al in workflow automation and no-code platforms, ensuring
participants are equipped with cutting-edge knowledge. Furthermore, BIG BEN Training Center's
commitment to real-world application means participants engage in hands-on exercises and case studies
that directly address contemporary business challenges, fostering a practical skill set rather than just
theoretical knowledge. This course empowers managers to become architects of efficiency, driving
significant improvements in team productivity, resource allocation, and strategic decision-making,
thereby offering a transformative learning experience that delivers tangible organizational benefits
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