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Programm
Training in Leadership and Management 
Part II: Organization 
Venue: 

Data
	Time
	TOPICS:

	Method/Medium
	Material

(General: Workshop Didactics Tiflis – PPP)

	
	Day 1
	
	

	
(9:30- 9:45)


9:45-11:00


	· Introduction 
· Reflection of previous module (and/or expectations)

What is a good Organisation?

Strategic
· Corporate Governance
· vison
· mission
· strategy
· setting examples
· working / performance excellence
· Manage and improve your Organisation
· SWOT analyses


	





Q&A
Group discussion
Presentation 
	



Flip charts


PPT 
Management and Leadership
GIZ Program Georgia

Module 2: Managing an Organization 
Script Pg. 1-14
PPT  2-6, 10-16, 23-32, 41-42




	11:00:11:20
	COFFEE
	
	

	11:20- 13:00
	
Goal Setting, planning and possible Interventions
· Planning, realising and control
· Key success indicators / performance indicators
· Staff dialogue system with goal agreement
· Controlling
· Decision-making

	Exercise
Group discussions


Exercise: work out an action plan
objective

	Ex. Work consultation statements

Organization principles and structuring PPT 2-7

Example (a small part) of strategy of a Georgian organization (suggestions see in the file of exercises with links) and elaboration of an action plan
Instruction

	1 hour
	LUNCH
	
	

	

14:00- 15:15



	

Delegation 
	
Discussion 
presentation

	
Flip charts
· What sees the Strong delegator
· Maneuvers of delegator


	15 Min.
	COFFEE

	
	

	15:30- 16:30

	How to delegate 
	Role Play + Discussion 
	Instruction (Role Play Delegation)

	15 Min.
	Wrap up and feedback
	Discussion/expectation cards, Board

	

	Day 2
	
	

	30 Min.









60 Min.
	Introduction +Summary of Day 1 + Explanation of today´s Goals



Models and Concepts for Organization Analyses


Tools to Manage and improve your Organization
· SWOT analyses

How to use the results of SWOT in the practice
	Presentation, Q&A, Interactive Dialog/Cards, Pin wall (Expectation Board), Flipcharts







Q&A, Interactive Dialog, Group Work /Flipchart, Pin wall
	








Script: p. 15 - 17


Script: p.33-42 (SWOT AP)



Exercises: 
· SWOT exercise  
· USING SWOT
· Action Plan after SWOT


	15 Min.
	COFFEE

	
	

	40 Min.


40 Min.
	How to use the results of SWOT in the practice

	Group Work, Discussion /Flipchart, Pin wall
	Exercises: 
· USING SWOT
· Action Plan after SWOT


	60 Min.
	LUNCH

	
	

	90 Min.
	Strategic Planning and Management Systems

7 S Framework 
Balanced Score Card



Cybernetic Model (Input, Troughput, Output)
Process Control Cycle
	

Group Work, Discussion /Flipchart, Pin wall





Presentation, Group Work, Discussion /Flipchart, Pin wall
	Script: p.17-27 (BSC)
           p. 27 – 32 (7S)

PPP 19-22

PPP 7,8,10

Exercises:
· Strategic Planning and MS
· Style

· Assignment  Process Control Cycle

	
	COFFEE

	
	

	90 Min.
	Find out weaknesses of an organization and tools to overcome them

Summary and Feedback
	Individual Work


Discussion /Flipchart
Expectation Cards
	Exercise: Objectives
PPP 9

	Day 3
	
	

	30 minutes

60 minutes

	Feedback of previous day


Business Processes Definition 
Processes Management
· Leadership process
· Productive process
· Supporting process

	Exercises 


Q/A, Discussion, Presentation (theories, models) 

Example of structure of one ministry
	Cards/Board 

Ppt, Board

Optimizing Process in an Organization  slide 36, 50 - 54 

Article: Innovation on Public Services using Business Process Management

Only for trainers in EN:
https://www.youtube.com/watch?v=_YXqnEXnnBk


	
	COFFEE
	
	

	30 minutes

60 min




	
4 levels of Process Analysis
 
Swim Lane Diagram




	ppt, 
Exercise: one example of process analysis of your organization


exercise
develop a swim line diagram for:
· Process of getting business trip permission
Group presentation
	Optimizing Process in an Organization  slide 55-65

[bookmark: _GoBack]Slide 62

Exercise:  develop a swim line diagram

	
	LUNCH

	
	

	45 min

45 min
	Optimizing processes by using Swim Line


Work load analysis
Impact of workload analysis 
Methods and steps

Formula for calculating working hours 

	Exercise:  Optimizing processes by using Swim Line

PP
Discussion


Exercise: calculate  working hours on your swim line
	
Exercise:  Optimizing processes

Pages 43-47

	
	COFFEE 

	
	

	30 minutes

30 minutes

30 minutes
	
Data Collection methods and ways/tools

Why Business Process Analysis


Training Feedback/Certificates 
	PP

Q/A 



Exercises
	
Slides 66-69
Board, Paper

Article: Data-Driven Decision Making: 10 Simple Steps For Any Business  (Forbes)
Table: Making Data Collection Decisions 
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