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PRIORITIES AND WORKLOAD MANAGEMENT TRAINING IN THE

PHILIPPINES

Managing Competing Priorities, Heavy Workloads, and Multiple Responsibilities
Without Sacrificing Productivity or Well-Being

TRAINING OVERVIE

Modern professionals rarely struggle because they have too little to do—they struggle because they have too
much to do at the same time. Competing deadlines, shifting priorities, urgent requests, multiple projects, constant
interruptions, staffing limitations, and increasing customer expectations often leave employees feeling
overwhelmed, reactive, and unable to focus on work that delivers the greatest value.

Our Priorities and Workload Management Training in the Philippines equips participants with practical
techniques for evaluating competing demands, identifying high-impact work, balancing workloads, managing
multiple responsibilities, and maintaining productivity without sacrificing quality, collaboration, or personal well-
being. Rather than simply working harder or longer, participants learn how to make better decisions about where
to invest their time, energy, and attention.

This Training on Priorities and Workload Management in the Philippines develops participants' ability to
distinguish urgent activities from important responsibilities, allocate resources effectively, manage changing
priorities, negotiate workload expectations, prevent work overload, and sustain consistent performance even
during periods of high demand.

Participants also learn practical strategies for responding to interruptions, handling competing requests from
multiple stakeholders, balancing planned work with unexpected priorities, preventing burnout, and maintaining
focus in fast-paced work environments. These techniques improve decision-making, execution, accountability,
responsiveness, and operational effectiveness across teams and organizations.

Using MSS Corporation's engaging EnterTRAINment® methodology, participants apply these concepts through
workload simulations, prioritization workshops, decision-making exercises, case studies, team discussions,
workload balancing activities, and personal action planning that can be immediately implemented in the
workplace.

TRAINING GOAL

To develop participants' ability to prioritize effectively, manage workloads strategically, balance competing
responsibilities, and maintain sustainable productivity while delivering high-quality results in dynamic work
environments.
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TRAINING OBJECTIVES

By the end of the training, participants will be able to:

o Explain the relationship between priorities, workload management, productivity, and workplace
performance.

o Differentiate urgent work from important work using practical prioritization techniques.

¢ Evaluate and balance competing responsibilities based on organizational goals and available resources.

o Apply practical strategies for managing interruptions, changing priorities, and workload fluctuations.

e« Prevent unnecessary work overload while maintaining productivity, collaboration, and quality.

e Develop an individual workload management action plan that supports sustainable performance and well-
being.

ONE-DAY PRIORITIES AND WORKLOAD MANAGEMENT TRAINING PROGRAM OUTLINE

Recommended Schedule: 8:00 AM - 5:00 PM

Modules and Topics \Activities and Outputs

Activity: Personal Priority & Workload
MODULE 1: Understanding Priorities ||Assessment
and Workload Management

Participants assess how they currently manage
8:00 AM -10:00 AM |* The Cost of Poor Prioritization priorities and workload pressures.

* Why Employees Feel Constantly Busy
* Understanding Workload vs. Capacity ||Outputs:

* Building a Priority-Driven Mindset * Priority Management Self-Assessment
* Personal Workload Profile

10:00 AM - 10:15 AM || Morning Break

MODULE 2: Prioritizing Competing |Activity: Priority Decision Workshop
Responsibilities

Participants analyze competing workplace

* Urgent vs. Important Work scenarios and determine appropriate priorities.
* Evaluating Business Impact
* Managing Competing Stakeholder Outputs:

10:15 AM - 12:00 NN

Requests * Priority Matrix
* Making Better Priority Decisions * Priority Decision Guide
12:00 NN-1:00PM || Lunch Break

MODULE 3: Managing Workloads Activity: Workload Balancing Simulation

1:00 PM - 3:00 PM Without Becoming Overwhelmed
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Modules and Topics \Activities and Outputs
Teams redistribute work based on changing
* Balancing Multiple Responsibilities priorities and available capacity.
* Managing Interruptions and Changing
Priorities Outputs:
* Delegation and Resource Optimization|* Workload Allocation Plan
* Preventing Work Overload and  Capacity Management Worksheet
Burnout
3:00PM-3:15PM | Afternoon Break
MODULE 4: Sustaining High Activity: Personal Priorities & Workload
Performance Under Pressure Planning Workshop
* Building Sustainable Productivity Participants develop a practical system for
3:15 PM — 5:00 PM Habits . . managing priorities and workloads in their own
* Managing Expectations and roles.
Commitments
* Reviewing and Adjusting Priorities Outputs:
Continuously * Personal Priorities Management Plan
* Personal Action Planning » 30-Day Workload Improvement Action Plan

THE F.O0.C.U.S.™ FRAMEWOR

The MSS Framework for Managing Priorities and Workloads Effectively

F — Focus on High-Value Work
Identify responsibilities that contribute the greatest value to organizational objectives.

O — Organize Competing Priorities
Evaluate urgency, importance, impact, dependencies, and available capacity before committing resources.

C — Coordinate Resources
Align workload, collaboration, delegation, and stakeholder expectations to improve execution.

U — Utilize Capacity Wisely
Balance workload realistically to prevent overload while maintaining productivity and quality.

S — Sustain Performance
Continuously review priorities, adapt to changing conditions, and maintain long-term productivity without burnout.
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TRAINING METHODOLOGY]

Delivered using MSS Corporation's signature EnterTRAINment® methodology, this highly interactive learning
experience combines practical application with engaging facilitation through:

¢ Interactive Facilitator-Led Discussions

e Priority Management Self-Assessments

e Workload Analysis Exercises

e Priority Decision Simulations

¢ Workload Balancing Workshops

o Case Study Discussions

e Group Problem-Solving Activities

e Decision-Making Exercises

o Reflection Sessions

o Best Practice Sharing

e Personal Action Planning

o Facilitator Coaching and Feedback

FREQUENTLY ASKED QUESTIONS (FAQs)

1. What is Priorities and Workload Management?

Priorities and Workload Management is the disciplined process of determining which responsibilities require
attention first, balancing competing demands, allocating available capacity, and completing high-value work
without compromising quality, deadlines, collaboration, or employee well-being.

It helps employees avoid treating every request as equally urgent and enables them to make better decisions
about where to focus their time, energy, and resources.

2. How is Priorities Management different from Time Management?
These competencies are related but distinct.

Time Management focuses on using available time effectively.
Priorities Management focuses on deciding which work deserves attention first.

Workload Management focuses on balancing the total volume, complexity, deadlines, and demands of assigned
responsibilities against available capacity.

An employee may have a well-planned schedule but still struggle if the wrong tasks are prioritized or if the
workload exceeds realistic capacity. This program addresses the decision-making and workload-balancing
aspects of productivity.
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3. Who should attend this Priorities and Workload Management Training?
This program is ideal for:

¢ Employees managing multiple responsibilities

e Supervisors and Team Leaders

e Managers and Department Heads

e Administrative Professionals

e Executive Assistants

e Project Coordinators

¢ Operations Personnel

e Human Resources Professionals

e Finance and Accounting Staff

e Customer Service Teams

e Sales Professionals

e Engineers and Technical Professionals

e Healthcare Personnel

o Government Employees

¢ Remote and Hybrid Workers

e Professionals working in fast-paced environments

4. What workplace challenges does this training address?
The program helps participants manage common challenges such as:

¢ Too many competing priorities

e Constantly changing deadlines

e Urgent requests from multiple stakeholders

o Difficulty deciding what to do first

e Work overload

e Unclear expectations

e Frequent interruptions

e Unrealistic commitments

e Poor delegation

e Uneven workload distribution

e Missed deadlines

¢ Declining quality

e Chronic stress

e Burnout risks

o Being busy without achieving high-impact results

5. Does the training teach participants how to prioritize urgent and important work?
Yes.

Participants learn how to evaluate work according to factors such as:
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¢ Urgency

e Importance

e Business impact

e Customer impact

e Risk

¢ Dependencies

e Deadlines

o Effort required

e Available capacity

e Organizational goals

The program goes beyond a basic urgent-versus-important matrix by teaching participants how to make priority
decisions in situations where several tasks appear equally important.

6. Does the program cover managing sudden changes in priorities?
Yes.

Participants learn how to respond when:
e A manager introduces a new urgent request
e Customer requirements suddenly change
¢ Deadlines are moved forward
¢ Resources become unavailable
e Operational problems interrupt planned work
e Several stakeholders demand immediate action
e Ateam member is absent
e A project encounters an unexpected delay

The program teaches participants to reassess priorities, communicate trade-offs, adjust commitments, and
redistribute workload without losing control of existing responsibilities.

7. Does the training include workload balancing and capacity management?
Yes.

Participants learn practical techniques for comparing workload demands with available capacity. This includes:
o Estimating task effort
o Identifying workload peaks
e Recognizing capacity limitations
o Balancing assignments
e Sequencing work
e Delegating responsibilities
¢ Negotiating deadlines
o Escalating resource concerns
e Preventing chronic overload
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8. Does the program teach employees how to say no to additional work?
The program does not encourage employees to reject responsibilities irresponsibly. Instead, it teaches them how
to manage expectations professionally.

Participants learn how to:
o Clarify the request
e Confirm the required outcome
o Explain existing commitments
o Identify scheduling conflicts
e Present realistic options
¢ Negotiate deadlines
e Request additional resources
e Ask which current priority should be delayed
o Escalate workload concerns appropriately

The goal is to replace silent overload or emotional refusal with constructive workload conversations.

9. Is delegation included in the training?
Yes.

Delegation is discussed as a workload management strategy, particularly for supervisors, team leaders, and
managers.

Participants learn how to determine:
¢ What can be delegated
¢ Who has the appropriate capability
e What level of authority should be given
o What expectations must be clarified
¢ How progress should be monitored
e How delegation can develop employee capability

For rank-and-file participants, the emphasis may instead be placed on collaboration, coordination, resource
sharing, and appropriate escalation.

10. How does workload management help prevent burnout?

Burnout is not caused only by having a large amount of work. It may also result from unclear priorities, lack of
control, constant interruptions, unrealistic expectations, insufficient resources, and the feeling that work is never
completed.

Effective workload management helps employees:
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e Set realistic commitments

e Focus on high-value responsibilities
e Reduce unnecessary activity

¢ Communicate capacity concerns

e Establish boundaries

¢ Manage workload peaks

e Recover after demanding periods

e Maintain sustainable work habits

The program supports productivity and well-being without treating resilience as a substitute for correcting
unreasonable workload conditions.

11. What practical outputs will participants produce?
Depending on the customized design, participants may complete:

o Priority Management Self-Assessment

e Personal Workload Profile

¢ Urgent-and-Important Matrix

e  Priority Evaluation Guide

¢ Stakeholder Request Assessment

e Workload Inventory

e Capacity Management Worksheet

e Workload Allocation Plan

e Interruption Management Plan

o Delegation Decision Guide

e  Priority Communication Script

o Weekly Workload Plan

e Personal Priorities Management Plan

¢ 30-Day Workload Improvement Action Plan

These outputs are designed for immediate workplace application.

12. Can this training be customized for supervisors and managers?
Yes.

For supervisors and managers, the program can place greater emphasis on:
¢ Team workload allocation
o Capacity planning
o Delegation
e Resource optimization
¢ Managing competing departmental demands
¢ Negotiating deadlines
e Monitoring workload risks
e Preventing employee overload
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e Setting team priorities
o Communicating changing priorities
¢ Maintaining accountability during high-pressure periods

Actual organizational workload situations may be incorporated into the exercises while protecting confidential
information.

13. Is this program suitable for rank-and-file employees?
Yes.

For rank-and-file participants, the program focuses on:
¢ Understanding organizational priorities
¢ Planning daily and weekly work
e Managing multiple assignments
¢ Responding to urgent requests
o Communicating workload conflicts
¢ Reducing interruptions
¢ Following through on commitments
e Maintaining focus and quality
e Escalating workload concerns professionally

The language, exercises, and examples can be adjusted to match the participants’ level of responsibility.

14. Is the training applicable to remote and hybrid work?
Yes.

Remote and hybrid employees frequently face additional workload challenges, including:
e Excessive virtual meetings
¢ Continuous messages and notifications
e Unclear availability expectations
o Difficulty separating urgent from non-urgent requests
e Poor visibility of team workloads
e Coordination delays
e Work extending beyond reasonable hours

The program teaches practical methods for maintaining priorities, visibility, coordination, accountability, and
sustainable performance across onsite, remote, and hybrid environments.

15. Is this training available onsite or online?
Yes.

MSS Corporation may deliver the program through:
e Face-to-Face Classroom Training
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e Virtual Instructor-Led Training
e Hybrid Learning
e Customized In-House Corporate Training

The activities and simulations can be adapted to the chosen delivery format.

RELATED TRAINING PROGRAMS

Organizations seeking to improve productivity, execution, and employee effectiveness may also consider the
following MSS Corporation programs:

o« Time Management and Personal Productivity Training

e Work Organization Training

e Productivity and Performance Improvement Training

o Managing Multiple Priorities Training

¢ Workplace Productivity Training

e Delegation and Empowerment Training

¢ Administrative Excellence Training

o Stress Management and Resilience Training

e Accountability and Ownership Training

o Effective Workplace Communication Training

e Problem Solving and Decision-Making Training

¢ Project Management Fundamentals Training

e Business Process Improvement Training

e Lean Thinking and Process Improvement Training

e Continuous Improvement or Kaizen Training

o Execution Excellence Training

e Operational Excellence Training

e Performance Management Training

e Leadership and Management Training

e Supervisory Skills Development Training

WHY CHOOSE MSS CORPORATION?

At Making Strong Success (MSS) Corporation, we understand that employees are not always unproductive
because they lack commitment or discipline. In many cases, they are attempting to satisfy too many competing
demands without a clear method for determining what should come first, what can wait, what can be delegated,
and what must be renegotiated.

Our Priorities and Workload Management Training in the Philippines helps participants replace reactive work
habits with deliberate priority decisions and practical workload systems. Rather than simply telling employees to




MSS SUCCESS SPACES
Units 2K~2L, 2nd Floor E.C. Valle Commercial Center M.L.
Quezon Avenue Brgy. San Isidro, Angono, Rizal

™
M-S

MAKING STRONG SUCCESS

(02) 7255 5568

0995 846 2495 0917 123 1017

info@msscorporation.com.ph

www.MSSCorporation.com.ph ‘

work faster, multitask harder, or become more resilient, the program helps them evaluate demands, communicate
trade-offs, manage capacity, and focus their efforts where they create the greatest value.
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Delivered through MSS Corporation’s signature EnterTRAINment® methodology, the learning experience
combines practical concepts with:

¢ Workplace-based scenarios

e Priority decision exercises

e Workload balancing simulations

e Capacity planning activities

o Stakeholder communication practice

e Individual reflection

¢ Team problem-solving

e Action planning

Participants do not merely listen to discussions about productivity. They assess their current habits, analyze
realistic workload pressures, make decisions under changing conditions, and develop practical tools for managing
their own responsibilities.

The program also introduces MSS Corporation’s proprietary F.O.C.U.S.™ Framework:
e Focus on High-Value Work
e Organize Competing Priorities
o Coordinate Resources
o Utilize Capacity Wisely
e Sustain Performance

This framework gives employees and leaders a practical process for managing priorities and workloads in
dynamic work environments. It helps them remain responsive without becoming entirely reactive, productive
without sacrificing quality, and committed without accepting unsustainable overload.

MSS Corporation can customize the program according to the client’s:
e Industry
e Organizational structure
e Work environment
¢ Employee roles
e Operational demands
e Existing workload challenges
e Internal terminology
e Performance expectations
o Delivery format

Whether the participants work in manufacturing, banking, healthcare, logistics, retail, government, education,
construction, business process outsourcing, shared services, technology, or professional services, the program
remains relevant, engaging, and directly applicable.
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By investing in Training on Priorities and Workload Management in the Philippines, organizations can develop
employees who make better priority decisions, manage commitments more responsibly, communicate capacity
concerns professionally, collaborate more effectively, and sustain stronger performance during demanding
periods.
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With MSS, We Make Strong Success.



