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About

The Organizing Skills course equips participants with techniques to improve personal and professional
organization. Learn to declutter spaces, manage time, prioritize tasks, and create efficient workflows. Through
interactive exercises, gain practical skills to stxreamline routines, boost productivity, and reduce stress.

Objective Content

The Organizing Skills course aims to equip . Introduction to Organizing Skills
participants with practical techniques for . Decluttering Physical Spaces
decluttering spaces, managing time, prioritizing . Organizing Digital Environments
tasks, and developing efficient workflows. These . Time Management Techniques
skills will help individuals streamline routines, boost . Task Prioritization Methods
productivity, and reduce stress, enhancing both . Creating Efficient Workflows
personal and professional success. ° Maintaining Organized Spaces

. Tools and Apps for Organization
. Case Studies and Practical Exercises
© Developing Personalized Organization Plans

Prerequisite

J Working knowledge of English language (Read, Write, Speak)

Exam & Certification

© KHDA certificate is awarded upon successful completion of the course.
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