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Smart Email Management

Email is a key business tool for getting things done. But with email volume increasing,

particularly due to remote working, it can sometimes be hard to

get other work done.

An expectation of instant response has also developed in recent years. As a result, most
people work with email open all day and this can lead to constant distraction.

This seminar provides tips and strategies to help control the amount of time they spend on

email each day.
Topics
The following topics are covered:

1. How to break the “always on” Email habit
2. How to use a process to manage Email throughout the d

3. How to save time using smart Email tools

Duration and Format

This talk can be delivered in-person or remotely using your preferred collaboration tool. The

session generally lasts 60 minutes.

The interactive format includes: :

| Email Response Template

e Introductions and requirements "
e Presentation of Email |
management tips via SlideShare '
e QandA at the end to answer ,
specific questions ’

. . . . |
Participants will receive access to the y
Email Tips Card template demonstrated ,

during the session. ,

Presenter

Dunne.

Fee
Online delivery - €350

In-person delivery - €400

Any repeat booking by a client will be subject to a 10% fee di

moiradunne@beproductive.ie - 086-8189719
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This talk will be delivered by Productivity Consultant Moira



