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55 Offices Around  
the Globe
At Priority, we seamlessly deploy best practice 
training to benefit our client partners with 
proven, and lasting productivity advances.

Our network of offices in major markets 
around the globe work in concert to develop 
and implement industry leading solutions that 
work to encourage change in behavior through 
the advanced use of existing insustry standard 
tools.

Our client partners also enjoy the benefits of 
local market expertise working to customize 
training to match each specific clients needs.

22 Million Graduates Doing a 
Better Job Every Day
Our training gives managers and staff the ability to focus to acheive 
more every day. We show them how to manage their communications, 
give them strategies to stay productive with constantly shifting priorities 
while minimizing the negative effect of day-to-day distractions. 

Each graduate is given ongoing support and evaluation through our 
post-course surveys and personal coaching. Client partners see the 
proven results of their training investment.
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The WorkingSm@rt 
Method

WorkingSm@rt® is a flexible and practical combination of behavior changing meth-ods, best 
practice process and planning, using world class tools that will transform the way you work. 

With the WorkingSm@rt method you will gain control over your day, find balance, prioritize 
your work and reach your goals. Giving you time to focus on the tasks that are important to 
you and your company. 

Easily applied and simply sustained, the WorkingSm@rt method provides lifelong benefits to 
individuals, teams and entire organizations. 

Turn Intentions into Actions and Your Actions into Results

WorkingSm@rt will give you the tools to follow through on your good intentions and give you 
back the time you need to be successful – in all areas of your life. We will help you identify 
the priorities in your day while minimizing the interruptions and time-eating bad habits. 

Over 30 Years of Refinement 

The WorkingSm@rt method was created to meet the changing demands of a 
complex modern global business world, evolving with the challenges in business to 
provide the solutions that organizations need to be successful. 

Since its launch in 1983 more than 2 million business men and women from 
organizations both large and small have been trained in the WorkingSm@rt method, 
giving them control over their day and making them better at what they do. 

More Time, Less Stress.

WorkingSm@rt will give you back the most valuable of all resources - Time. Time to 
spend on your next innovation, your staff, your cus-tomers, or simply time with your 
family and friends. When you feel in control of your day and it’s you making the 
decisions, you can con-centrate on the activities you get most from and that bring 
you the most reward.
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read 
more

WorkingSm@rt
This essential management skills program and has been designed to provide you with the knowledge, skills and competencies to effectively use 
your tool as your organizational system. This course will help enhance personal and team productivity and performance, while giving you more 
control over activities and information. By providing immediate access to key business information, you will improve your decision-making. You will 
become more balanced and reduce stress when you put these essential skills into practice. 

What’s Included?
• Virtual training sessions

• Learning Guide

• One-on-one personal coaching session with a facilitator

• Client for Life: attend as many times as you like at no cost

• On-going support via phone or e- mail

WorkingSm@rt using MS Teams

WorkingSm@rt using MS Outlook

WorkingSm@rt from Home

WorkingSm@rt using Outlook for Mac

WorkingSm@rt using iPhone/iPad

WorkingSm@rt using Google

WorkingSm@rt using BlackBerry
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Get your meetings on time, on track, on purpose.
Learn not only how to plan, organize and run a successful meeting but also how to get the most out of the meetings you are required to attend. 
Immediate benefits are a ‘business planning’ approach to meetings, increased meeting effectiveness, saving time and improved meeting outcomes.

What’s included?
• Half-day Virtual training session

• Learning Guide

• One-on-one personal coaching session with a facilitator

• On-going support via phone or e-mail
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Make collaborating with your team as easy as 1-2-3
The key to success lies in the ability for teams to work together without the constraint of being together. Whether the challenge is virtual teams 
where geography is the issue or just the reality that team schedules do not line up to allow us to meet. We must be able to overcome this 
constraint. Now it is possible to collaborate in a way that maximizes flexibility and minimizes the places you need to look to find key information or 
data. Find everything you need for a specific project or subject in OneNote book not your note book.

What’s included?
• Half-day Virtual training session

• Learning Guide

• One-on-one personal coaching session with a facilitator

• Client for Life: attend as many times as you like at no cost

• On-going support via phone or e-mail
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Teams

Effective teamwork, collaboration and communication  
At some point, every team feels a disconnect in collaboration and communication, but if it’s a lot of the time, then you and your team need a road 
map to improve the process and get better results. 

A sports coach will try to merge individual skills and strengths to show players that the whole is greater than the sum of its parts. When a person’s 
focus changes from ‘individual behaviours’ to ‘contribution to a goal’, then anything is possible.

Whether you’re a department, loosely knit work group or existing team, this workshop will take you through an important set of processes and 
tools to develop essential team skills.

What’s included?
• Two online half day instructor-led sessions

• Coaching session to reinforce learning

• Learning Guide and Resource Manual
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Focus training and development on areas of greatest return.
Priority Profile evaluates the skills and competencies of individuals, teams and organizations to pinpoint specific opportunities for training.  
This unique assessment compares individuals against worldwide best practices of knowledge-based workers  
and was developed out of a four-year study conducted in conjunction with Dr. Peter Honey,  
a world-renowned behavioral psychologist.

What’s included?
• A confidential profile from which to benchmark future performance

• A 1-hour personal virtual consultation to review the results

• A 32-page personal development guide that focuses goals and establishes an action plan for improved effectiveness and  
continuous learning
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Have you ever wondered why you CLICK with some people 
and others drive you CRAZY?
Now you can discover why people behave the way they do, and how to build great relationships, improve com-munication skills, and identify your 
personal potential.

Our Click Colours workshops provide powerful insights into human behaviour that boost both

individual and team performance. These interactive programs will give you tools and strategies that you can use the very next day and make great 
team building sessions.

What’s Included?
• A fun one hour overview that explores the meaning to individuals  and how they can be applied to improve 

communication and interaction with others. 

• Includes a set of Click Colours Cards for each participant.

• An additional one or two hour workshop that supplements the Click Colours introduction.
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Team Building  
& Retreats

Team Building & Retreats 
Organizational change is unavoidable and bringing teams together to manage the pace of changing priorities in such a fluid environment can be 
difficult. Building a high-performance team requires the members to be able to communicate and collaborate with the least amount of time and 
effort to reach a common goal. Our teambuild-ing sessions allow your team the opportunity to come together to gain insight into each other and 
build synergy across the team.

Priority Management recognizes that each team’s culture is unique, and offers flexible, customized Teambuild-ing and Retreats to meet your team’s 
specific needs.

Team Building Topics
• Values in Action

• The Team Player Questionnaire (TPQ)

• The Evolution of Work

• The Skills of the 21st Century Worker 

 

• Creating the Workplace of Choice

• Defining Purpose and Setting “SMART” Goals

• Good Time Management—Choice, Not Chance

• Communication and Influencing
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Improve your priority planning process and enhance your focus  
Learn to make effective choices when faced with increasing demands and responsibilities. Select the right tasks, at the right time, every time. 

Discover a proven, small project management process including the importance of action planning, and acquire the tools you need to make things 
happen.

What’s Included?
• 1-day online instructor-led session

• Comprehensive Learning Guide and Resource Manual

• Business planning tools

read 
more
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What’s Included?
• 1-day online session includes Influencing Profile assessment, actual influencing sessions, and development of an 

individual action plan

• A Comprehensive Learning Guide and the Development Guide

read 
more

Unlock your personal communication style and achieve 
influential leadership success
Master the skills to positively affect the outcome of all communications. Acquire leadership skills by learning to clearly read each situation, ask the 
right questions, listen well, understand the issues at a deeper level, and communicate with confidence. 

Achieve your business and personal goals by honing your human interaction and leadership skills.
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A proven process that can be immediately understood and 
implemented by your team
Regardless of the diversity among people, locations, departments, or disciplines involved, this program provides a streamlined overview of the 
basics, while focusing on a vastly improved methodology to meet the rigorous challenges of developing a project execution plan.

What’s Included?
• A 3-day online workshop using case study projects to implement theory and techniques for success. 

• Ten 2-3 hour online webshops.

• A Comprehensive Learning Guide

• A Complete Project Planning Kit

• The book ‘Making it Happen – a Non-Technical Guide to Project Management’. read 
more
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Manage the complexities of multiple projects more efficiently 
and effectively
Carry out multiple project execution plans developed through the Project Planning Breakthroughs method accurately and effectively with 
Microsoft Project using common resource pools and external dependencies, along with detailed reporting and updating. Produce standard and 
customized reports, and develop a process for tracking and updating project plans.

Whats Included?
• online 1-day workshop

read 
more
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Manage both operational and project work in one place
Receive practical hands-on skills instruction to help you absorb and apply proven techniques for tracking and managing projects using your 
Microsoft Outlook.

What’s Included?
•  Full day or two half day online instructor-led sessions

•  Comprehensive Learning Guide 

•  Enrollment in our monthly LearningLink e-newsletter

read 
more
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Turn your management skills into leadership skills
Move from management to motivation through gaining the skills to lead a 21st century team. These fundamental 8 leadership skills will equip you 
with the ability to ensure consistent strategy and a shared common set of processes and tools to achieve the organizations goals and objectives.

What’s Included?
• 2-day instructor-led session or four 3-hour web-based virtual classroom sessions

• Coaching session to reinforce learning

• Comprehensive Learning Guide 

• Priority Profile Assessment: A 32-page personal development guide that focuses goals and establishes an action plan for 
improved effectiveness and continuous learning

• Enrollment in our monthly LearningLink e-newsletter

read 
more
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Remote leadership essentials: keeping them engaged 
collaborative & productive
Steps to contain the current COVID-19 virus require many employees who normally work from an office to now work from home. This presents 
challenges to stay connected, engaged and productive. These challenges are magnified for people leading remote teams since they can no longer 
rely on many of their proven face-to-face leadership techniques.

With 40 years of experience, Priority Management is an established, global leader in the area of workplace productivity. Our team developed this 
impactful and practical online workshop to help leaders keep their teams productive and engaged while working remotely.

What’s included?
• 2-hour, instructor-led online session

• Best Practice handout

read 
more
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Be a workplace coach and release your colleagues potential 
with Priority’s training workshops
Learn how to help staff and colleagues optimize and enhance their priority and business skills training by providing a motivational environment, 
setting expectations, and lending support.

Apply the communication planning and leadership skills you acquired in our workshops to activate and maintain priority planning and business 
techniques throughout your organization.

What’s Included?
• 1-day online workshop

• Learning Guide

• Coaching Plan

• Learning and Review Logs
read 
more
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Make all negotiations more satisfying and successful
Through mutually successful negotiations, you can create lasting partnerships and measurable improvements. Use our negotiation-planning 
techniques to prepare strategies and tactics to achieve desired outcomes. Once you learn how to transform potential combatants into lasting 
partners, you will significantly increase your confidence when entering into any negotiation situation.

What’s Included?
• A 2-day online workshop that is case study driven

• A pre- and post-workshop assessment

• An optional 1-day advanced workshop

• A Comprehensive Learning Guide

• A Negotiating Planner
read 
more
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Increase customer satisfaction to create long-term fans and 
advocates
Learn how to effectively meet customer service objectives, exceed customer expectations, and achieve high levels of customer satisfaction. Since 
each and every contact with a customer is a “moment of truth” for your company, understand your pivotal role in achieving your organization’s 
financial and marketing objectives. Master the skills to treat customers on the basis of their “lifetime value”, strengthening relationships and meeting 
and exceeding standards and expectations. Enable two-way communication to avoid misunderstandings, minimize problems, and collaboratively 
work out mutually-beneficial solutions.

What’s Included?
• A highly-interactive, 2-day online workshop

• Four 2-hour web-based virtual classroom sessions

• Comprehensive Learning Guide

read 
more
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Keep your customers satisfied to create lasting relationships
The secret to making a successful sale is knowing what, why, how and when your audience wants to buy. Learn the processes and stages of both 
buyer and seller simultaneously to understand how to apply sales skills and behaviours that accurately match the buyer’s state and motivations. 
Understand how to use your expertise confidently to positively influence outcomes and meet both the buyer’s and your own requirements. A sale 
isn’t over until your client knows that the solution to their business problem is you and your product or service. 

What’s Included?
• A highly-interactive 3-day online workshop

• A Comprehensive Learning Guide

• A pre- and post-workshop skills assessment

read 
more
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Strategic Breakthroughs

Building the bigger picture
Priority Management’s Strategic Breakthroughs offers the processes and tools to assist organizations and teams in building the shared common 
principles and to engage them in building the big picture through a 3-year vision of the Work, the Team, the Clients, the Technologies and the 
Workplace. This three year vision is then translated into a one year strategic action plan by using S.M.A.R.T. (Specific, Measurable, Attainable, 
Relevant, Trackable) goals with indicators of success that help the team to understand what needs to be done, for whom they are do-ing it, and 
finally, why the work is important.

What’s included?
• Three day online training session

• One-on-one personal coaching session with a facilitator

•  On-going support via phone or e-mail
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Why Priority Management?
Dedicated to sustainable behavioural change, Priority Management’s Unique Delivery process offers unmatched, on-going support to all participants.

• Discovery and Design: For all group training, we will meet with the client to discuss what is happening in their environ-ment currently that should 
be included in the delivery of the workshop. This provides Priority Management with a chance to look at what areas require a focus and for the 
facilitator to better understand the client’s objectives when delivering the training.

• Productivity Challenge Survey (for WorkingSm@rt): The pre-workshop Productivity Challenge establishes the current lev-els of effectiveness for 
participants in the areas of Workload and Priority management as well as assisting participants in creating a focus for their learning session.

• Skills Development Session: Priority Management delivers the workshop to the client to bring about a clear understanding of the subject being 
delivered and the beginning of the creation of shared common processes and tools to bring back and readily implement in the workplace.

• Workshop Impact Survey (For WorkingSm@rt): This post-workshop evaluation will measure the impact of the training back in the workplace 
assisting in quantifying the return on investment in tangible format.

• Individual or Group Coaching Session: Priority Management coaches will work with the participant or group to discuss how the individual or 
team will apply the newly developed skills. This session takes place approximately 3 to 4 weeks after the workshop.

• Optional Application and Implementation Session: Priority Management also offers sessions designed to assist the client to either create a 
series of protocols or work processes to create a shared common method to work, or assist clients in using their newly developed skills on actual 
work situations.

• Client for Life Status: Priority Management offers a Client for Life Status to all participants. This gives the participant the opportunity to return to 
the workshop they have attended at no cost to them, through our public workshops, where availa-ble, and creates the opportunity to pick up new 
skills.

• On-Going Coaching and Support: Clients may call or e-mail our coaching team for help with the application of the skills learned at the 
workshop….for life.

• Learning Link: Clients have the option to subscribe to our Monthly Newsletter. This newsletter shares with you coaching tips and short articles to 
help improve effectiveness, control your time and increase productivity...for life.

Priority Management is pleased to have a strategic partnership with strategic partnership with a computer training organisation, to provide our 
clients with the best in technical skills development as well. Please contact us to ask about all of your technical training needs.

Microsoft Office
• Access

• Excel

• Power BI

• PowerPivot

• PowerPoint

• Visio

• SharePoint End-User

• Word

• Windows 10

Adobe
• Acrobat

• DreamWeaver

• Captivate

• Illustrator

• InDesign

• Photoshop

Programming
• CSS Web Development

• HTML

• HTML5

• Javascript

• SQL

Other
• Crystal Reports

Writing Skills
• Advanced Writing

• Business Writing

• Writing Reports and Proposals
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