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COURSE INTRODUCTION / OVERVIEW:

In today's hyper-competitive business environment, organizational success is intrinsically linked to operational efficiency
and the productivity of its workforce. This course is meticulously designed to transform participants into adept specialists
capable of analyzing, redesigning, and optimizing workflows for maximum output and value. We move beyond superficial
productivity hacks to instill a deep, systematic understanding of process improvement and workflow management.
Drawing on foundational principles from management theorists like Peter Drucker, who emphasized the importance of the
knowledge worker, and practical methodologies from experts such as David Allen, author of the renowned book "Getting
Things Done", this program provides a comprehensive toolkit. BIG BEN Training Center has developed this curriculum to
bridge the gap between theoretical knowledge and practical application, ensuring that participants can identify
bottlenecks, eliminate waste, and implement streamlined processes effectively. This training empowers professionals to
foster a culture of continuous improvement, driving significant gains in efficiency, employee engagement, and overall

business performance, making them invaluable assets to any organization.

TARGET AUDIENCE / THIS TRAINING COURSE IS SUITABLE FOR:

e Operations Managers and Supervisors.
e Project Managers and Team Leaders.
e Business Analysts and Process Improvement Specialists.

e HR Professionals involved in performance management.

IT Professionals responsible for system workflows.

Department Heads and Functional Managers.

Entrepreneurs and Small Business Owners.

Anyone aspiring to a role in operational excellence or workflow analysis.

TARGET SECTORS AND INDUSTRIES:

e Manufacturing and Production.

¢ Information Technology and Software Development.
e Healthcare and Pharmaceutical.

e Banking, Finance, and Insurance.

e Logistics and Supply Chain Management.

e Telecommunications.

e Governmental agencies and public sector organizations.
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Information Technology (IT).

Human Resources (HR).

Finance and Accounting.

Customer Service and Support.

Quality Assurance and Control.

Administration and Business Support.

COURSE OFFERINGS:

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

¢ Analyze and map complex business workflows to identify inefficiencies.

e Apply core principles of Lean and Six Sigma to eliminate waste.

e Design and implement optimized processes for enhanced productivity.

o Utilize key performance indicators (KPIs) to measure and track workflow performance.
o Leverage technology and automation tools to streamline tasks.

e Lead change management initiatives for smooth process transitions.

e Foster a culture of continuous improvement within their teams and organization.

e Conduct root cause analysis to solve persistent operational problems.

COURSE METHODOLOGY:

The training methodology at BIG BEN Training Center is designed to be immersive, interactive, and highly practical. We
believe that adult learning is most effective when it combines expert instruction with hands-on application. This course
utilizes a blended approach, featuring engaging presentations, real-world case study analyses, and collaborative group
workshops where participants can map and critique actual business processes. Interactive sessions, facilitated
discussions, and brainstorming activities encourage the sharing of diverse perspectives and experiences. Participants will
engage in practical exercises, such as value stream mapping and bottleneck analysis, to immediately apply the concepts
learned. Our expert instructors provide continuous feedback and personalized coaching throughout the program,
ensuring that each participant develops the confidence and competence to implement these strategies in their own work
environment. The focus is on skill mastery and the ability to drive tangible results upon returning to the workplace,

ensuring a significant return on the training investment.

COURSE AGENDA (COURSE UNITS):

UNIT ONE: FOUNDATIONS OF PRODUCTIVITY AND WORKFLOW EXCELLENCE

o Defining productivity in the modern workplace.
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UNIT TWO: WORKFLOW ANALYSIS AND PROCESS MAPPING TECHNIQUES

UNIT THREE: PROCESS IMPROVEMENT AND REDESIGN METHODOLOGIES

UNIT FOUR: LEVERAGING TECHNOLOGY AND AUTOMATION

UNIT FIVE: IMPLEMENTATION, CHANGE MANAGEMENT, AND SUSTAINABILITY

Setting the stage for a continuous impr

Techniques for gathering process information and data.
Creating detailed process maps and flowcharts.

Value Stream Mapping (VSM) to identify value-added activities.
Conducting a bottleneck analysis to find constraints.

Utilizing swimlane diagrams to clarify roles and responsibilities.
Root Cause Analysis using the 5 Whys and Fishbone Diagrams.

Documenting existing workflows for a clear baseline.

Introduction to the DMAIC (Define, Measure, Analyze, Improve, Control) framework.

Applying Kaizen principles for incremental improvements.

Business Process Re-engineering (BPR) for radical redesign.
Brainstorming and developing innovative workflow solutions.
Prioritizing improvement opportunities based on impact and effort.
Pilot testing new processes and gathering feedback.

Standardizing improved workflows for consistency.

Identifying opportunities for workflow automation.
Overview of Business Process Management (BPM) software.
Using collaboration tools to enhance team workflows.

The role of Artificial Intelligence (Al) in process optimization.
Integrating different systems for seamless data flow.

Digital transformation and its impact on productivity.

Selecting the right technology for your organization's needs.

Developing a strategic implementation plan for new workflows.
Principles of effective change management.
Communicating process changes to stakeholders.

Training and supporting employees through the transition.
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QUALIFICATIONS REQUIRED FOR REGIS O 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:

In an era of increasing automation and Al-driven workflows, what is the evolving role of human creativity and critical

thinking in achieving true organizational productivity?

WHAT UNIQUE QUALITIES DOES THIS COURSE OFFER COMPARED TO
OTHER COURSES?

This course distinguishes itself by offering a holistic and strategic framework for productivity, rather than a narrow focus
on specific tools or disjointed tips. We integrate the human element with proven process methodologies, recognizing that
sustainable efficiency is a product of both optimized systems and engaged people. Unlike programs that concentrate
solely on technical methods like Lean or Six Sigma, our curriculum equally emphasizes the psychological aspects of
productivity and the critical skills of change management. We explore the principles of thought leaders like David Allen to
address individual effectiveness, which is the foundation of team and organizational productivity. The curriculum is
designed to be intensely practical, moving from high-level strategy to hands-on process mapping and redesign within the
course itself. Participants leave not just with theoretical knowledge, but with a clear, actionable roadmap for
implementing change. This blend of strategic thinking, proven methodologies, and a focus on the human side of process
improvement provides a uniquely comprehensive and impactful learning experience that drives lasting organizational

transformation.
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