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Business Skills

Sound business knowledge and good business skills are critical for all
roles in an organization, not just those in finance or commercial
functions. Increase your effectiveness by expanding beyond your
technical expertise and rounding-out your capabilities with business
know-how.
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Advanced Agile

1 0 Overview

Learn advanced ways to apply Agile methodology to your business. Whatever your industry or
organizational size or structure, Agile can help you and your colleagues approach work faster
and more nimbly.

'EVELOPMENY,

o -@-
AX Learn about: Key topics covered: "

practices, and tools

* Learn from the history and evolution of Agile as a
key methodology used in many industries

«  Examine Agile uses in specific industries

* Understanding of Agile, its key principles, » Defining Agile and its Importance

Key Principles and Practices
Agile Across the Project Lifecycle
Agile in Different Industries

Key Agile Tools

* Learn Agile best practices and common pitfalls to *  Best Practices and Common Pitfalls
EVelle *  Emerging Trends

* Learn emerging trends and explore other
resources to leverage your understanding of

* Agile and how to apply in your work environment

Every organization, irrespective of size or industry, can benefit from understanding faster and
more effective ways to accomplish work. This is never more important when work involves cross-

@ @ Why this
b matters? functional teams, as these teams carry their own complexities. Advancing knowledge of Agile

and how to apply its principles and practices will benefit all organizations.

Example Content:

Agile Lifecycle

Summary Table Emerging Trends in Agile

Agile is evolving to meet new needs-like
hybrid work, artificial intelligence, and
cross-team coordination. For example,
- e (0 With

Phase Primary Focus Typical Outputs

Initiation Vision, roles, and backlog setup

Planning Define sprint work and priorities.
Agile Lifecycle -
Overview & Initiation ng for

Execution Deliver value and coordinate dail,

Review Present work and collect feedback

What is the Agile Lifecycle?

[TUTERCUP (Gentify improvements for next sp

« Astructured, flexible
process for planning,
executing, and improving Agile Lifecycle
work in iterative sprints

« Supports continuous
delivery, quick feedback
loops, and alignment with
changing priorities

Retrospective

Handson |

handscom.com
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Advanced Finance for Non-Finance Managers

0 Overview
1

Learn advanced business finance tenets, components, and practices, including key financial
metrics and reporting, whether your business is revenue-generating or not.

]
N 7’

o.@ i _@
A\- Learn about: Key topics covered: A

The core principles and practices * 4 Main Branches of Accounting
of accounting and profit & loss management * Essential Reports
+ The various types of financial reporting and 10 Principles of GAAP
their purpose * Balance Sheet - Assets
+  How you can contribute to the sound fiscal + Cash Flows - Investing & Financing
management of your organization + P&L Statement Fundamentals

»  Profit & Loss Management

Whatever your role, particularly as a senior or next-generation leader, understanding the
‘ o Why this mechanics of financial analysis, measurement, management, and reporting is a critical skill that all

matters?

business leaders - existing and up-and-coming - should have to effectively contribute to the short-
and long-range success of your organization.

Example Content:

A business essentially has 3 buckets 10 Principles of GAAP Rules

Principle of Regularity
Core of * GAAP rules and regulations are satisfied.

PBusiness

Principle of Consistency

ghout the entire reporting, for all
on for all deviations.

Asset 3
What is at disposal Forecastlng Areas
)

(Cast

pany’s financials.

term securitie:

o

Examples

Time Frame Decision Type

Hands On

Inventory control, Production planning,

Short-term (3-6 months) Operating Distribution

Leasing of plant and equipment,

Medium-term (6 months- 2 years) Tactical Employment changes

Long-term (2+ years) Strategic R&D, M&A, Product changes

handscom.com

N\ Telephone: +1415 590 4983 Meet with us

ﬁ info@handscom.com ‘
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Advanced Innovation Overview

o Overview

Expand your innovation skills by learning advanced ideation and innovation
techniques and approaches.

*0 ©)-
AX Learn about: Key topics covered:
How to advance your role and innovation * Innovation Management overview
opportunities within your organization + Identifying innovation opportunities
* How to identify appropriate strategic targets for + Different innovation models
innovation * Planning and managing innovation
* How to activate / execute and manage
innovation

. Innovation emphasizes the need to always think of ways to get better. The environment
‘ ® Why this and competition are always evolving, innovation helps promote efficient and faster
matters? processes for new product development and development of products / services that
match current market trends and company strategy.

Example Content:

Innovation Funnel Management Process Project Planning Gantt Chart

JAN FEB MAR APR MAY JUN JULY AUG SEPT OCT Nov DEC

CONCEPT DEVELOPMENT ‘CONCEPT TO LAUNCH Affiliate Marketing ( 1SO certifications ) (SSL certificates 30% )\

Email Campaign ( SSO/SAML  30% ) (V1.3.2 release 30%).

( Value critical success factors 30%

Finance reform30% ( p 30% )

The Innovation Comment ( Executive dashboard 30% )

( 3dparty integratior30%)

530% ) ( Business cycle sensitive analysis 30% )

( Automste HR planning process 30%)

Q
handscom.com -
\\\ Telephone: +1 415 590 4983 Meet with us
}'ﬁ{ info@handscom.com ‘

Page 5 of 94


mailto:kmatz@handscom.com
http://handscom.com/
mailto:info@handscom.com

Return to Table of Contents

Advanced Strategic Planning

0 Overview

Advance and accelerate your strategic planning capabilities by critically evaluating
strategies that have been both successful and unsuccessful, while learning one of the most
contemporary strategic planning models and how to apply this to your organization.

'Aqi. Learn about: Key topics covered: '@

* Llatest trends and learning in strategic planning + Latestinsights on strategic planning from

* Elements that create a good and bad strategy thought leaders
* Models/ steps to consider when building your *  Practical examples
strategy » Badvs. good strategy

* Designing strategy

* Refining strategic vision

* Planning strategy implementation and
monitoring execution

* Translating your strategy into a strategic vision
(narrative)

* Planning for strategy implementation and monitoring

execution
Organizations thrive and fail by the quality and effectiveness of their strategies. Defining a
P Why this successful strategy is not something an organization or leader wants to leave to chance.
“ matters? Focusing on what makes a good strategy and how to apply this to your organization is an

investment in time and learning that will pay for itself over and over again.

Example Content:

Markets where business competes

Focus

BROAD NARROW

Applied to strategy, 'focus' has two
mﬁ% R meanings: first, it denotes the

Good vs. Bad Strategy

Source of competitive advantage

b tive or product/service
quality. The focus is on existing market and/or
industry,

handscom.com 1
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Agile & Design Thinking

0 Overview

Design Thinking is a key framework that helps us think through new strategies, products,

services, and ways of working in a creative, customer-centric manner. Agile Methodology
has been used for years by high tech organizations to streamline and expedite operations
and execution. Today, many other industries have adopted Agile and Design Thinking to
improve their strategies, operations, and execution.

'A% Learn about: Key topics covered: '@

*  What Design Thinking and Agile are and how they » Defining Design Thinking and Agile

are used in organizations * How Design Thinking and Agile work together

* How Design Thinking and Agile approaches are »  Benefits of using Design Thinking and Agile
used together to create robust strategies » Using Design Thinking to create strategy and/or
and operations optimize operations

* How to apply Design Thinking and Agile to your + Using Agile to execute nimbly and efficiently

strategies and operations

@® Why this Design Thinking allows you to more critically evaluate your strategies, products, services,
y processes, and resources. Agile helps you to more nimbly address new or updated

b matters? strategies, products, services and processes. Design Thinking and Agile are not just for

product teams; all teams can benefit from perfecting their strategies and streamlining their
operations.

Example Content:

Why Agile Matters Waterfall vs. Agile

Agile helps teams thrive in fast-moving, E:Z bsenefits include: Faster Feedback
complex environments by offering a B - .

. « Deliver in small increments (e.g.,
flexible, human-centered way of

Waterfall

working. ] nt 1o the end
Agile isn't just about speed-it's about What is Agile? point.
working  smarter, focusing  on

outcomes, and adapting quickly.
Agile methodology is a type of project management

process that was largely first used for software

d iterative
development.
a

Agile is a collection of principles that value adaptability and

flexibility. It aims to provide better responsiveness to

changing business needs and therefore focuses on

enabling teams to deliver workable increments.

It was created as a response to inadequacies of traditional

development methods such as the Waterfall method.

Hands On')
|

handscom.com 1
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Budget & Resource Management

o Overview

If you are responsible for planning or managing a budget and/or planning and
managing longer-term resource allocation, this program is great to help you understand
the different techniques in budgeting and resource planning.

'. S ’
A% Learn about: Key topics covered: ‘@‘

* The importance of effective resource management «  Overview on resource and budget

* How to identify and plan for the resources you need management

* How to forecast resource needs + Identifying resources to support your work
» Different types of budgeting » Planning for resource management

* How to develop and manage your budget * Creating budgets

* Managing resources and budgets

We all deal with resource limitations. Understanding how to proactively plan and allocate
resources to achieve your goals is critical to enable goal achievement. Understanding

Why this

‘ matters? how to budget for your resources and other operating expenses is equally critical, as is
effective budget management.

Example Content:

a-® Resource Allocation
Q Straight method

Q Allocat: surces in the best way the project manager
o 0O Review reports and adjust
Techniques | . .
EE2 Resource Levelina - Resource Smoothina
fOI' ReSOU rce 0 Resource le
Management Ruchy, a fictional pet food company
« Resource Allocation © * Produces two products ABC (400 units) and XYZ (150 units).
+ Resource Leveling F * The total costs of production for last year were $ 800,000.

* 70% variable costs and 30% fixed costs.
+ Product ABC used 75% of the variable costs and XYZ used
259

6.

* Resource Forecasting

to determii * Expectations:

scope and + Costs to go up 7% (inflation)

constraints + Operational efficiency levels to be similar

Hands On * Increased production ABC = 650 units and XYZ = 400

Determine budget for variable costs for XYZ with incremental

budgeting approach.

handscom.com -
N\ Telephone: +1415 590 4983 Meet with us
ﬁ info@handscom.com ‘
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Business Process & Continuous Improvement

0 Overview

Learn about the importance, practices, techniques, and tools used to assess and
develop opportunities for continuous improvement, including business process re-
engineering.

'. A Y - ’
& Learn about: Key topics covered: '@

*  What continuous improvement really is and how it works *  Models for continuous improvement
* Derivative forms and different methodologies for » Examples of continuous improvement
continuous improvement * Re-Engineering steps, processes, and
»  Steps you can take to identify opportunities for practices
continuous improvement * Planning improvement implementations
* How to design and implement continuous * Managing risks and change
improvements
Why this Organizations and their business operations are constantly evolving, which puts greater

emphasis on the need to continuously streamline, improve, and scale our operations.

b matters? Understanding how to efficiently and effectively approach, define, and deliver

continuous improvements is critical to organizational and team effectiveness.

Example Content:

Continuous Improvement
Benefits

Reengineering

‘\‘
\‘ Understand Ex
TEGIES |+

Evaluate the New Process
Afier following

What is Continuous Improvement?

Identify
The Continuous Improvement Cycle Opportunities in

the process

workflow.
Continuous improvement, sometimes
called continual improvement, is the

ongoing improvement of products, Plan
services or processes through Review How can the
incremental and breakthrough Ensure changes current process be,
improvements. These efforts can seek are working for improved?
"incremental" improvement over time the team.

or "breakthrough” improvement all at
once.

Execute

Implement
changes.

handscom.com 1
\\\ Telephone: +1 415 590 4983 Meet with us

ﬁ info@handscom.com ‘
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Cross-Functional Collaboration

" o Overview
F |

Learn about the importance of optimal cross-functional collaboration and why this is so

important in today’s business world, as much of the key work done in organizations today is
handled by cross-functional teams. Learn how to dissect what other functions do, and how
you can optimize your way of working with other functions to achieve the best business and
team results.

o I
, A\ Learn about: Key topics covered: '@'
*  What cross-functional collaboration is and why +  Cross-functional Collaboration
it's critical to organizational success * Adaptive Collaboration Model
+ Tips and techniques to enhance your cross- *  Required Skills
functional effectiveness * Best Practices
* How to apply your learning to cross-functional
scenarios

Cross-functional collaboration has never been more important, as much of the key work done in
. organizations necessarily pulls on the collaborative effort of a number of functions. Understanding
‘. Why this what other functions do, how they interface with your function, and how to optimize these
matters? collaborations makes all the difference, not only to your engagement and success, but also the
overall team and organization.

Example Content:

Research &

> O 1. First step is to set clear goals

2. Choose team members with

complementary skills and knowledge
Operations

-------- ; e : 3. Delegate work and mentor your team
" : = embers

What is Cross-functional

Collaboration? ™ ' 4. Provide the team with guidance and/or
raining in conflict resolution

Cross-functional collaboration is the fplsbrate wins both individual and

process of running work that spans
various teams and functions within
10% trai an organization. It draws on expertise
across different departments and
points all team members toward a
common goal.

P
Honds On'|

handscom.com

\\\ Telephone: +1 415 590 4983 Meet with us
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Customer Centricity

0 Overview

Learn about best practices, techniques and tips to establish and sustain customer
centricity as a key differentiator for you and/or your organization.

- o

A\ Learn about: Key topics covered: @'

» Customer centricity and why it matters

*  Key steps to achieve and sustain a high-level .
of customer centricity

+ Key techniques to help customers find
solutions and understand the value that you c
/ your organization can bring

+ Defining Customer Centricity
Understanding Relevant Standards

*  Outlining Steps to Achieve and Sustain
Customer Centricity

Helping Customers Find Solutions

+ Demonstrating Value

We all have customers and “competitors” for our customers’ time and attention. One of the key

" Why this ways that individuals and organizations differentiate from their “competition” is by consistently

b matters? operating with a customer-centric mindset. Helping your customers solve problems and, therefore,
demonstrating your value will set you / your organization ahead of the pack.

Example Content:

Co-Creation

@

Required Mindset Requirea Skills

Quick idea
nnnnnn +ion & testing

’f
l f

alue

Direct learning from Experience-based
et o e e e learning

* Relationship-oriented 1 . . .

« Proactive - Customer Service vs. Customer Centricity

* Thought partner .

* Solution-oriented

+ Co-creative

* Results-oriented

New sources of m

value creation OOO

(o (i i)

Customer Service

+ Focus is on resolving immediate customer issues

* Scope s limited to customer interactions and transactional relationships
- Approach is reactive, responding to customer problems as they arise

+ Outcome is customer satisfaction and issue resolution

Stakeholders

Leverage on resource
diversity

Customer Centricity rerships
« Focus is on partnering with customers to meet their long-term goals
+ Scope is encompassed through the entire customer journey

+ Approach is proactive, anticipating challenges and proposing solutions

+ Outcome is building strong, loyal, and long-lasting customer relationships

Hands On

handscom.com -
\\\ Telephone: +1 415 590 4983 Meet with us
ﬁ info@handscom.com ‘
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Decision-Making

0 Overview

Learn advanced techniques and practices to help you make better business decisions

faster and with improved outcomes.

'A@ Learn about: Key topics covered: ':@:'

* The importance of effective decision-making «  Overview on decision-making
+ Different decision-making styles and traps + Decision-making process
» Different techniques to enhance the effectiveness of » Decision-making skills
your decisions » Different techniques to enhance decision-

making

The more responsibility we have, the more choices we have to make and each of those decisions
‘ o Why this carries consequences, whether good or bad. Understanding when your decision-making style

| N matters?

works and when it holds you back is crucial to becoming more effective at decision-making,
whether the impact is big or small.

Example Content:

till make e after a

Problem
rationalization

The Five Elements ¥

my decision in

ok like in reality?

Check Your
Understandino

The Problem Rationalization
2 Setting boundary

conditions

0 Understand the type of problem you are
solving. Is it generic and can only be so Y N
through a decision that establishes a ru Decision- Maklng Tools
principle? Or is it a unique one-off ever
needs more delving into the root of the
Fishbone Diagram (also
known as Ishikawa or Cause
O You need to both define and classify th¢  and Effect)

problem?

roblem. the “fis] ic

bl he ‘fish heiadt
This process is suitable for problem- bute to the issue

— solving where there are likely to be a . n the issue you could use the 4 Msp
large number of possible i and Or the 4 Ps: Poli

contributing causes and it is
important to identify the root cause
of a problem in order to ensure you
are solving the right issue

imum benefit or to cau

ion

handscom.com .
\\ Telephone: +1 415 590 4983 Meet with us

N
ﬁ info@handscom.com ‘
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Effective Meetings

Learn how to better manage meetings. Meetings can consume a considerable part of
our time at work. Given the amount of time we spend in meetings, it's a great

investment of your time to learn how to optimize these. We all play a role in ensuring
we meet only when we need to, and when we do, we play our part in ensuring our
meetings are the most effective possible.

A?\‘ Learn about:

* Understanding when and when not to have a meeting

» Designing meetings with clear purpose and outcomes

* Leading meetings that remain focused, inclusive and
engaging

» Driving decisions, accountability, and follow-through

Key topics covered: '@

* Choosing the Right Meeting Format

» Planning for Effective Meetings: Before, During &
After

* Leading Productive Meetings

»  Effective Virtual and Hybrid Meetings

» Enhancing effectiveness in virtual and hybrid meetings

Meetings consume a considerable amount of time for both the individuals and the
business. Being more disciplined and willing to suggest alternatives when meetings are
not really needed is a start on the right path. Effective meetings are an opportunity to

B89  Why this
[ 2 matters?

clarify issues, set new directions, sharpen focus, create alignment, and move objectives
forward. But this is true only if meetings are effectively structured and managed to ensure
the outcome we seek.

Example Content:

Meetings Are Important The Cost of

Ineffective
Meetings

Time cost is only
. the visible cost
“Meetings are at the heart of an

effective organization , and each
meeting is an opportunity to
clarify issues, set new directions,
sharpen focus, create alignment,
and move objectives forward.”

Hidden costs include:

Decision delays II Burnout ]

Meeting Purpose
Decide - Align - Create

[S— ] [cDgnmve sw\lchmg]

and loss of focus

-Paul Axtell, Author of Meetings
Matter

R l lReworkandchcw—l

up meetings

.

Make a clear decision or approval

- Different meetings exist for

different purposes

-+ Most meeting frustration comes
Evib@n) from unclear purpose
Build shared understanding or commitment

Generate ideas or solutions

- Trying to decide + align +
brainstorm in one meeting
creates chaos

Hands On |

handscom.com

Meet with us

R
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Finance for Non-Finance Managers

o Overview

If you are notin Finance and want to learn about foundational financial processes and

practices that underpin business, this program will give you great context into how
business finances work, and the role that we can all play in ensuring sound fiscal
management of our organizations.

'. A Y 4
& Learn about: Key topics covered: -®:

»  The general nature and components of * General business accounting
business accounting « Key financial reporting

» Key business financial reporting, their components, and « Budgeting
how these are derived » Forecasting

*  Business budgeting and forecasting and how to use
this to improve your budget and other resource
planning skills

Whatever your chosen field, increasing your knowledge of business financials can
® Why this only make you that much more effective and successful. Enhancing knowledge of
[N matters? underlying principles and foundational financial processes will provide valuable insights

. into the mechanics of any organization.

Example Content:

Capital expenditures are for fixed assets, which are expected to be
productive assets for a long period of time. They are depreciated over
their life.

A c cru a I s What is the rent expense that should be recorded for 2020?
o o
The Accou ntlng Equatlon E . What does Sarah owe in rent at 31 Dec 2020?
xXercise
0 At 31 Dec 2019, Sarah owes $450 rent for 2019
March 2020: Sarah receives a rent bill for 1 Jan - 28 Feb 2020 for
- . - 7 et ooy 81500
e 2020: Sarah receives a rent bill for 1 Mar - 30 May 2020 for
Assets JCM  Liabilities + Capital [ H . 3
-2 Capital vs. Revenue Expenses
2020 : Sarah received a rent bill for 1 June - 31 Aug 2020 for
Y * ] [ oo 4500
2020: Sarah receives a rent bill for 1 Sep - 30 Nov 2020 for
nds On

Revenue expenditures are for costs that are related to
specific revenue transactions or operating periods, such as the cost of
goods sold or repairs and maintenance expense.

handscom.com

\\\ Telephone: +1 415 590 4983 Meet with us
}'ﬁ{ info@handscom.com ‘
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ldeation & Innovation

0 Overview

Learn about the difference, yet connected nature, between ideation and innovation. Learn

how to structure and run ideation sessions to generate ideas to innovate in your area of the
organization and turn ideas into innovation opportunities.

o
A\ Learn about: Key topics covered: @-

* The relationship and differences of creative thinking, » Creative thinking, ideation, and innovation -
ideation, and innovation differences and interplay

* The impact of ideation and innovation on business success * How to ideate to generate innovation

* How to design and conduct ideation in various aspects of opportunities
the business * How to translate ideas into innovation targets

* How to use proven ideation and creative thinking
techniques to boost innovation and creativity in your
business

Businesses succeed and fail because of their innovation - whether big or small. Rarely does a
o Why this business simply land on a great innovation target. Instead, great opportunities for innovation
are generated through thoughtful, practiced, and recurring ideation. Knowing how to ideate,

?
matters: leverage creative thinking, and translate ideas into action are critical for any business to thrive.

Example Content:

Foundational Incremental
_____ Types Of Innovation
""" Innovation ...

. . . Disruptive
7777777777777 Pick your Ideation Technique(s) Innovation

Service

| ti
., How would (?oogle do it? - e nnovation

Flip the Problem B : ,,'/ Crazy 8's
.......
200
Random Words :e. Method 6-3-5

Worst Possible Idea  Empathy Mapping

HandsOr\." a

handscom.com
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Interviewing Skills

o Overview

This program is great for anyone involved in interviewing, as it will help to ensure your

interviews are structured to garner the information you need to recommend the best
hiring decision for candidates and your organization.

" \ 4
A% Learn about: Key topics covered: '@‘

* Importance of hiring well

* Unconscious bias

* Interviewing dos and don'ts

» Best practice interview and question structure and
techniques

* Giving good candidate feedback and making
effective hiring decisions

« The importance of effective interviewing skills
* Unconscious bias in recruitment and how to
combat this
* Legal requirements in recruitment and hiring
* Interviewing best practice
structure and techniques

Effective interviewing that solicits the information we need to make better hiring decisions, while
‘ o why this being legally compliant and avoiding unconscious bias, is imperative to attract diverse top talent

2 as well as avoid inappropriate hiring decisions. Hiring wrongly has been shown time and again to
matters? cause significant costs to organizations, whereas hiring well can make all the difference to
achieving organizational goals and objectives more effectively and faster.

Example Content:

Business |mperative Interviewer Expectations

Why Effective Interviewing Matters Quality, Key Standards and Milestones

. . . Key Standards / Milestones

« Pre nterview questions in advance and alway

e + Google research has shownthat 4 -5
interviews is optimal, and there is no

more predictive validity from longer

Hiring top p interview pancls. Carefuly consider

the rationale for every additional

interview

Bad hires costan avg.

+ Hiring Managers provide feedback

fiom Candidate Screening within 2
business days
« Interview Panel members provide
is country? . ~ve tha res AT v - e o insightful and actionable candidate
) Y I love that nt. Where are you from? e ek S nmmees dhy
* Areyou or married? « Who are you voting for?
. ? + Hiring Managers make go or no-go
* Do you have children? How old are * Have you ever filed a worker’s hiring decisions within 10 business
X i d
your kids? -
* How many days were you ast year?
Hands On «  Are you pregnant? When are you due?

+ In what country you born? * Have you ever been arrested?
* What year did e
school/college

* Doy e alo
* What s your spouse do?

Hands On
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Intro to Al

0 Overview

Learn the fundamentals of Al - what is everyone taking about and its many different forms,
shapes and applications. Understand how organizations are using Al for both technical and

non-technical activities. Extrapolate how you might use Al to advance your function.

'A@\. Learn about: Key topics covered: ',@:

*  Whatis Al and why it's important to know about « Impact of Al
* Theimpact Al is having already on broader e Uses of Al in Business
society and organizations *  Non-Tech Application of Al
*  Current examples of Al applications in » Next Trends / Evolutions in Al

organizations
*  How non-technical roles can consider using Al
* The nexttrends / evolutions in Al

Al is becoming more and more prevalent in organizations across industries and of all sizes - from
‘ ® Why this start-ups to bellwethers. It's important that your employees and leaders, irrespective of function,

matters? understand the general nature of Al and how they can potentially use this to the business's
[ ’ advantage.

Example Content:

What is Al %

O
+ Alstands for Atrtificial Intelligence, which is a y PO . b -
set of technologies that allow computers to . bebed o How does Virtual Reallty
perform tasks that usually require h i
intelligence. ) \
« Alsystems can learn, solve problem Different Types of Al o g ng highly interactive and
- . hms can analyze user
make decisions, and can perform a Y

d to respond and adapt to

. * rersonalized experience with
e 2 ; :

atives; essentially making the

of advanced functions, such as: anal
data, seeing and understanding spo
and written language, making

0 Reactive machines

iser input.
recommendations, and translating s ' ogy benefits from the
and written language. e Limited memory machines g ' learn. VR provides simulated » e .
i # grounds for Al models. Y »
ek
Th f mind machi ‘ LGS ‘i
e eory of mind machines ; VR
o Self-aware machines - :
handscom.com
— \ .
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Intro to Generative Al (Al 201)

0 Overview

Learn the more contemporary form of Al used in many leading organizations - Generative
Al. Understand how Generative Al evolves this field and affords businesses with

opportunities to better scale their operations by creating a myriad of efficiencies.

'A@\. Learn about: Key topics covered: ',@:

* Understanding Generative Al and why it's » Difference between Al vs Generative Al
important to business + Different forms of Generative Al

* Understanding the distinction and different forms + Organizational uses of Generative Al
of Generative Al *  Applying Generative Al to different functions

* Understanding how organizations use Generative
Al for business purposes

* Understanding how your function may use
Generative Al for optimal functional performance

Generative Al is the new norm in Al applications in businesses across industries and of all sizes.

o Why this It's important that your employees and leaders understand what Generative Al is, how leading

“ matters? organizations are already using this, and what implications and potential uses may exist for
your organization.

Example Content:

What is Generative Al? B Generative Al Modalities
- oL, Text
-,Q- A generative Al system is constructed by
Generative Atrtificial Intelligence (GAl) is a -_— = applying unsupervised machine learning (invoking
type of Al that can create new content, such for instance neural network architectures such
as text, images, music, videos, and code, L 4 When usina Generative Al as GANs, VAE Transformer, ...) or self-
based on user prompts or inputs. Generative . e
Al systems are different from other Al Comparlsons: don

systems because they can create new output,
rather than just performing specific tasks.

Generative Al vs. Agentic Al vs. Al Agents

tems

Some Examples of Generative Al: >dal

+ ChatGPT
+ GPT models
+ Sora by OpenAl

HEFEE

3D Modeling

Generative Al Agentic Al Al Agents ) )
Generative Al generates new Agentic Al performs tasks Al agents §0mb|ne.gs.9nerat|ve
content such as text, images, autonomously and can pursue | and agentic capabilities to
and music based on training goals by interacting with its acc}omAphSh complex

data. environment. objectives.
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Leading Change

0 Overview

Change in any organization is to be expected. If you are leading an initiative or project that
requires change management, such as communicating and educating others on the
change, this program will help you understand how to incorporate change management
best practices into your work.

" N ’
& Learn about: Key topics covered: '@'

*  What systemic change management is and why it's +  Systemic change management
so important in organizations + Different influences and types of initiatives
* The many different influences and types of change that that require a thoughtful change
occur in organizations management approach
» Structured approaches for ensuring effective planning « Different change management models
and execution of change management «  Planning and preparing for change

Change in organizations is inevitable. Dependent upon the size, scale, complexity, and impact of the
9 9 P p plexity p
® Why this change, a structured approach to change management, as a key component of the change
“ matters? implementation plan, often dictates whether a change is successful or not. Preparing leaders and
others involved to play their role in effective change management is critical to success.

Example Content:

Forces for Change Typical Change Management Steps

Nature of the workforce

Adju

. s Sustain
Create a guiding
coalition

Phases of

Emp ad-
based action
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Leading Projects

| 0 Overview
|

Learn best practice approaches and techniques for structuring and managing your projects for
ultimate success-whether that's appointing, onboarding, and managing your project team,

aligning your project stakeholders, or day-to-day project management.

A Learn about: Key topics covered:
. When and when not to conduct a project *  Overview of project management
. What it takes for your projects to succeed *  Why projects succeed and fail
. How to structure and involve others in your projects for ¢ How to structure your projects
maximum success * How to involve and engage others
. How to effectively and efficiently manage your projects * How to manage your projects
. How to measure and report project success * How to measure success and close-out projects

In today’s highly matrixed organizations, a considerable amount of work is accomplished through
project teams, which are often cross-functional bringing added complexities to what can already
be highly complex projects. Understanding how to leverage best practices, structure projects and

Why this
N matters?

project teams for success, and manage to effectively and efficiently complete milestones and
meet stakeholder expectations are all critical opportunities that warrant dedicated time to learn
these techniques and practices.

Example Content:

. Advantages of Project
When It's Not a Project ... Management

» Ongoing operations of the organization « Creates better predictability

are not projects. eeded for the

esources

* Projects should have a fixed enc o . )
even if that's several years out. PI'OjeCt Management Llfecycle stakeholders and

* Understanding when not to use
structure to accomplish a task is

+ Otherwise, we may waste precic = 1 S
company resources on somethi Project
will likely be accomplished any:
Generation

Project Team, Sponsor, Stakeholders and Partners

Initiation Planning Executing Closing

Starting Organizing Carrying
the outthe
Project Work

Completi Post Project d know what their
ng the A .
ssessment

Preparing

»oth sets and meets

Build
Business.
Case

Doing &
Validating
Work
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Marketing 101

o Overview

Learn the fundamentals of marketing as a core function of any company, whether it's evaluating
and planning for key factors as an organization works toward commercialization, or for a

company already out in market. Forward planning and alignment with strategy are key tenets of
what marketing functions do, so it's never too early to learn about these processes and practices.
You also don‘t need to be in a marketing or market-facing function to benefit from this program,
as all functions deliver a product or service and therefore market their deliverables - whether to
internal or external customers.

*%Q . @
A\ Learn about: Key topics covered: *

* The fundamental constructs of the marketing *  Overview of marketing as an organizational
discipline discipline and key business function

« The different marketing levers that are used in + Different marketing strategy and execution
organizations and their purpose models

* How organizations generally market *  Practical applications of marketing
their product / services and how you can methodologies and concepts

leverage this learning for your role

As a core function in any business, understanding how marketing works and its role in the
PY Why this broader organization can benefit every leader and other team members because the
“ matters? work done in all parts of the organization culminates in showcasing the organization's
work to its customers. Understanding how this endpoint works can help product, service,

and support teams improve the outcomes of their work.

Example Content:

8P’s MARKETING MIX

04 PRODUCT

7 P's MARKETING MIX
071 PLACE .
sﬁn . 05 PEOPLE

. Physical
02 PRICE Evidence

o -ﬁ MARKETING MIX - 4P’s VS, 7P’s
CID Process 5 ™ : ’

Paople

03 PROMGTION

50
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Marketing 201

| 0 Overview

This program is recommended if you have either attended our Marketing 101 program and
want to learn more or are just generally interested in advancing your knowledge of the role,
practices, and techniques of marketing.

’. N U 4
& Learn about: Key topics covered: @'
The role, importance, and techniques used in +  Environmental analysis
environmental analysis, market segmentation, and *  Market segmentation, market share, and
market analysis market analysis
How to create SMART marketing objectives that form *  Marketing objectives
the basis the core marketing strategy *  Marketing and promotional mixes

* Pricing strategy

How to leverage marketing and promotional mixes to ,
*  Marketing management

achieve marketing objectives
The role of pricing in marketing strategy
How to manage execution of the marketing strategy

Marketing is the way that organizations communicate their unique brand and competitive

Why this positioning by establishing and reinforcing their value proposition. Every function ultimately
o

touches how an organization is able to market its brand and products. Cross-functional leaders

[N W ELCETEYE ond future marketers can benefit from understanding the role they can play in communicating

and positioning the brand and the product portfolio.

Economic State

« Robust economic growth
heightens purchase
power

+ More open economic
policies facilitate imports

Tax ™ more
beneficial to our kind of
isiness

Example Content:

Environmental Analysis

Share and
Competition

Legal State

Market Ana'ySiS - Strengths & Our biggest competitor, XYZ
Weaknesses Profile Company, has acquired 16%
gest Competitor of the market share so far.
Evaluation i But this is largely due to the

* Legal regulations have i urces (performance potential) - age of its brand name and its
become more relaxed Insufficient abundant resources.

For the short number of
years, we currently hold a
+ New employment law stellar 14% of the total

more beneficial to our market share.
business
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Marketing Communications

o Overview

Learn the principles, practices, and techniques of one of the most important marketing

disciplines for building and evolving brand awareness, adoption, and advocacy -
v marketing communications - and how you can leverage this for your role and
responsibilities.

A\‘ Learn about: Key topics covered: '@'

The fundamental components of marketing *  Marketing Communications roadmap
communications *  Environmental influences
How to use key analyses to discover the *  Keyanalyses
conditions surrounding an organization * Elaboration-Likelihood Model
* Models that help organizations predict customer i Brand Positioning Model
perceptions and behaviors * Hierarchy of Effect Model

»  Push / Pull strategy

* How to construct and optimize a marketing M E ‘
. arcom Framewor

communications plan and budget

Marketing is the way that organizations communicate their unique brand and competitive
positioning by establishing and reinforcing their value proposition. Every function ultimately touches

‘ . Why this how an organization can market its brand and products. Cross-functional leaders and future
‘ > marketers can benefit from understanding the role they can play in communicating and positioning
matters? the brand and the product portfolio.

Example Content:

@ Interactive Marketing Model

Main Objectives

Internal
Analysis

D T

Itis necessary to define the objectives

for itinvolves all that we wish to achieve
through our marketing efforts and what
our brand wants to communicate to the

At $2.35 per unit,

our producﬁon cost @
has been

successfully

reduced by 30%.

target audience.

Hands On
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Personal Time Mastery

v ﬂ Overview
- |

J Learn practices and techniques that advance your time management, organization,
productivity, and fulfillment.

LS
A’(‘ Learn about: Key topics covered:

*  How the 7 Habits of Highly Effective People * Habits of highly effective people
contribute to effective time management * The emotional bank account of relationships
* How the emotional bank account deposit and *  Time management best practices for people

leaders
» Effective delegation
* Healthy time management habits
+ Time management tips to teach your team

withdrawals impact relationships

* What and how to effectively delegate and the
different forms of delegation

* How to implement time management best
practices and teach them to your team

® Why this Advancing one's ability to optimize time, organization, productivity, and fulfillment is a highly

8

b matters?

worthwhile activity that will pay significant dividends in both individual and team results.

Example Content:

Circle of Concern Listening to our Language

Reactive Language Proactive Language
i Let's look at our alternatives.

| can choose a different approach.
Circle of

| control my own feelings.
Influence ) . Be Proactive ) )
y/ | can create an effective presentation.
. Begin With the End in Mind | will choose an appropriate response.

. Put First things First I choose.
| prefer.

Proactive Focus . Think Win/Win
Positive energy enlarges 7 Habits of 1 will.
Circle of Influence . . . S i
Highly Effective ynerglze

Peop|e . Seek First to Understand, Then be
Understood

. Sharpen the Saw

Adapted from Stephen Covey's 7 Habits of Highly Effective People

handscom.com
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Presentation Skills

Learn how to better structure information, data, your message, your call- to-action and
more by developing and delivering more impactful and effective presentations.

| o Overview
|
I

% \
A\‘ Learn about: Key topics covered: -|
o
A= ) * The principles for creating and delivering * Presentation dos and don'ts
}' meaningful and impactful presentations *  Presentation practices and techniques
* Various techniques to enable you to create and *  Turning stories into presentations
deliver effective presentations *  Optimizing your delivery, audio, visual,

* How to turn your story into an effective and audience impact

presentation

We're constantly delivering or attending presentations at work. Presentations have the
potential to move the audience to the action needed and in a way that motivates them.
| | ® Why this Presentations often fall flat or simply fail to achieve the desired outcome. Improving
matters? presentation skills is a must for ensuring communications and required actions [of the
audience] are understood, meaningful, actionable, and something your audience wants
to commit to.

Example Content:

PowerPoint Presentations

Audience Feedback

. . « Focus on one or two ideas per slide
; ?
+Use t f three font:
" g se two of three fonts

« Pay attention to visual hierarchy

+ Was the subject of the presentation clear?

* How did you feel connected to the su
of the presentation? - Keep text per slide to a minimum

. What do you remember most / what s Power of Stories in Presentations i

out to you the most?

+ Did you understand your call to actio What What What New Bliss
+ Are you committed to taking that call it — Couldse ey an
action? er you can
* What other feedback do you have?
onsistent
What Is What Is What Is What Is
It Photo by Unknown Author i censed under CCBY
Hands On
handscom.com
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Portfolio Management

o Overview

Expand your project management skills by understanding what it takes to effectively
manage a portfolio of projects.

L
A\- Learn about: Key topics covered:
*  Using criteria for portfolio selection *  Projects vs. portfolios
*  Planning for portfolio success » Requirements and challenges in planning and
*  Structuring and involving others for maximum METERINS el ofwork
»  Structuring your portfolio approach
! succe.ss - : : * Involving and engaging others

Effectively and efficiently managing your portfolio

* Managing your portfolio
Measuring and reporting portfolio success

* Measuring and reporting portfolio results

Understanding how to effectively manage a project and all of its components, team members,
‘ PY Why this partners, and stakeholders is one thing. Translating this knowledge into effectively managing a

b matters?

portfolio of projects and understanding what is different and what else is required helps
portfolio or multi-project leaders to be successful, which in turn translates into success for the
organization for multiple projects.

Example Content:

Succeed ig; Fail EBE Similarity in Approaches with Projects and
POI'thliOS: The PRIME of Project and Portfolio Management

+ Clear purpose and outcomes * Desired outcomes are unclear
«  Stakeholder agreement and G ’r-vtot‘agreed toby allinvolved
slamment . S Elan Resomss LT
Why Portfolio T e e Sl right skils, —
L el ad" . ) budget, tools stakeholders, sponsors
Management ] Portfolio Management Lifecycle
Succeeds (e] g commitment¥m
parties
.
Falls «  Sufficient comm
collaboration alof Business Process Portfolio Management Lifecycle Evaluate
+ Tenacity to achie )
st Agreed metrics and cadence
Swrategic mindsl Business Process Portfolio Planning and Alignment for evaluating and reporting
*  Strategic mind on progress
* Leadership aligni I L Approva o U
Har\ds(_)n\."l __________
Identification  Planning Governance
Variation & Change Management Phase
ntent, LEADing
handscom.com
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Product Lifecycle Management

0 Overview

Whatever your product (which may be a service, such as HR or IT) and whatever your

role, understanding the end-to-end process of how products are developed, matured,
retired and/or reinvented is a useful skill to have in developing, protecting, and evolving
whatever you deliver as part of your role at work.

]
\ ’

1 "A(!i‘ Learn about: Key topics covered: '@'

*  The general nature of product lifecycle management (PLM) *  Product Lifecycle Management (PLM) Overview

*  How PLM works * Phases/ Stages of PLM
*  How PLM contributes to both short- and long-term strategy *  Product Management Functions and Roles
* How to activate PLM in an organization * PLM Techniques

Understanding end-to-end product lifecycle management concepts, practices, techniques,
‘ ® Why this and tools can help you to ensure that, whatever your product, it is designed and delivered for

[ matters?

optimized conditions, while establishing good product health and hygiene through key
downstream activities, such as key performance metrics, analysis, reporting, and product
iterations.

Example Content:

PLM Fundamentals Stages in Product
Lifecycle Management

Understanding product life cycle management can help
your business tighten its marketing focus with improved : i m
efficiency. Here's a look at the product life cycle stages and 7

how to use them to make better management decisions.
MATURITY DECLINE

What is the product life cycle theory?

The product life cycle theory maintains that all products
naturally go through four stages of market progression:

* Introduction

+ Growth

Product Lifecycle
* Maturity Management (PLM)

* Decline

yyyyy

PLM refers to the handling of a
good as it moves through the £ S THE COMPANY WILL OPT FOR
- P

A typical stages of its product life:
Hands On |
development and introduction,

growth, maturity/stability, and
decline. This handling involves the
development and manufacturing of

the good and the marketing of it.
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Risk Management

0 Overview

Participants will learn how to assess areas of business risk and how to mitigate these through
best-practice risk management methodologies and processes.

4

A\ Learn about: Key topics covered: ¢

«  What is Risk Management, why it matters, and «  Overview of Risk Management
how it works «  Key Risk Management Components
+  How to identify, evaluate, and mitigate risks  ldentifying and Assessing Risk
+  How to ensure appropriate involvement of all «  Planning for Risk Mitigation
relevant parties « Implementing Risk Management Plans

- How to mitigate and manage risk through
effective planning

. Proactively assessing and managing risk can be the difference between a successful operation
Why this Y y 9ng P

versus an unsuccessful one. Equipping your team members with key methodologies, practices,
N matters?

techniques, and tools to effectively manage risk is an important investment in the success of your
business.

Example Content:

What is Risk

Management?
Risk ~ management is  the e - . vaaee
identification, evaluation, and . ENABLERS

prioritization of risks followed by
coordinated and  economical
application of resources to
minimize, monitor, and control

mal Risks

the probability or impact of Operational Reputational External
unfortunate  events or to + Health & Safety « Delivery disruption Risks
maximize the realization of + Asset protection + Brand attacks

+ Executive protection

A - Operational
+  Physical security

- Reputational + Company controversy _/
opportunities. P
PP * Media & commentary

+ Traveling personnel +  Social responsibility > T—n Sede Pelvial
+ Delivery logistics G + Public figure activity . t &
\ Cyber Risk « Conferences & events
Hands On | «  Data breaches Business
+ Leaked credentials + International events
+ Phishing *+ Site selection
* Ransomware *  Market activity
* Advanced persistent « Political environment
threats «  Competitive activity
+ lllicit sales *  Supply chains
handscom.com
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Root Cause Analysis & RCA Mapping

é # 0 Overview

Learn the importance of root cause analysis and how it is used in organizations for more
r : robust problem-solving. Learn how to map problems to arrive at root cause issues and
' determine solutions to address challenges, risks, and opportunities.

'. A Y 4
& Learn about: Key topics covered: '@

*  Whatis Root Cause Analysis (RCA) and RCA « Defining RCA and RCA Mapping
mapping »  Why RCA matters and how it's used in
*  How RCA can be used to improve business organizations
processes, efficiencies and overall business results « Different models for RCA
» Different ways you can approach RCA in your *  Practicing RCA and RCA Mapping

organization

Root Cause Analysis is one ofthe core building blocks in an organization’s
® Why this continuous improvement efforts. RCA gives us a better structure to evaluate problems and

b matters?

ensure that the subsequent actions we take not only resolve the core issue, but also address
potential risk, as well as enable us to better capitalize on opportunities.

Example Content:

o
RCA Analysis Example Root Cause sinnz -
o an 1 Meetings/Discussions
Late for Missed the Woke up stayedup W pwentedto  Poor
work train late ihuw prioritization
2 RESULTS & PROCESS # DEFINE PROBLEM
Too many Data & Facts

ot (GEUN St S EVALUATION
the morning ff

DATA COLLECTION &

.
E\’,’i’l‘;‘ ?a'?mr The 5 Management ° ANALYSIS
Analysis i Oreright Pareto Chart

K Change
Analysis Kepner Fault- Flow Chart
Tree

p— Tregoe

Missing daily Not ROOT CAUSE ANALYSIS
L team considerec

T ey ‘ S ) Choose your Model
p Hilzene Barrier N e
Hands On | iagram Analysis ¥
Analysis

Root Cause Analysis Methods

B Missing Not
work [+ enough | lateto work/ too
deadlines time work many emai
Problem- Analysis
Solving
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Setting Goals & Expectations

| o Overview

If you are a people or team leader, one of the key things you do all the time is set goals and

expectations with your team. Learning how to optimize these activities for maximum
effectiveness, performance, productivity, and engagement will only enhance your results for
both your team and you as their leader.

"@ -\ ’
AX Learn about: Key topics covered: @

»  Why setting clear, aligned, and elevated * Importance of Clear, Aligned, and Elevating
goals and expectations is so important as a Goals and Expectations
leader and to your team * Roles and Responsibilities in Setting and

*  Your role and your team members’ roles Meeting Goals and Expectations

» Best practice tips and techniques to increase * Relevant / Related Processes
engagement while holding others * Leader tips and techniques

accountable

. Setting clear goals and expectations is how leaders set the direction for their teams. Helping
Why this leaders understand ways - approaches, techniques, tips, and tools - to optimize their
b matters? effectiveness in setting goals and expectations can only lead to better business results and
higher employee engagement and satisfaction.

Example Content:

The 5 Principles of
Successful Goal Setting

Communicating &
Cascading Goals

» Provides clear direction

Commitment
Attachment to goal

s
© - Tips for Setting Expectations i how we 4 '/g ,/ E
i@"& e their work }' '

. . #
o Set expectations early and o Connect expectations to als ’
often clear metrics

+ Clarifies what the organization is
£

ool o

A S
-
f e

N

Source: Lock &

e Keep expectations e Review employee
attainable and realistic performance regularly

Make expectations that Be open to collaborating on
e follow the SMART goal e expectations
framework
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Scaling the Organization

0 Overview

Participants will learn key techniques to forward plan the growth and evolution of the parts of

the business for which they are responsible.

2 &

- ~ \ Learn about: Key topics covered: ‘=
——
*  What scaling really is and what's required *  Growth vs. Scaling
*  Why scaling the organization is so important, * Importance of Scaling
and yet challenging to achieve * Challenges of Scaling
+  Steps you can take repeatedly to scale your * How to Scale
organization and build in scaling to product/
service design
Understanding how to design and scale your business is critical for all leaders in that it ensures
Why this that you don't oversize your organization nor undersize and therefore adversely affect your

readiness for growth. Equipping your business leaders with skills to plan and design the
b matters? infrastructure they manage is an investment not only in their leadership capabilities but also in the
future readiness of your organization to continue to grow and capitalize on future opportunities.

Example Content:

- - ©
Scaling the Organization Eﬁﬁﬁ 2 Key Components for Scaling

Scaling growth is about creating business
modelsand designingyourorganizationn a

way that easilyscalesto generateconsistent Know How

growth and avoid staltpoints or addingan cle . ems/proces
excessiveamountof resourcesto meet the ° g at higher or chan
demand . s nt demand? . he ki ge and skills

e supply at a larger available in house

As the organizatiorgrowsin scopeand size,
it also grows in complexity Scalingis also .

b o loxi h n + Whatare the skills of th
about constraining complexity as the cha a they fit for the purpose’
organizatiorgrows

People and Governance

ot marketed yet.

Hands On'| Reputation and Effectiveness

ow evidence of the effectiveness

ou call on
forhelp?

handscom.com

N\ Telephone: +1415 590 4983 Meet with us
ﬁ info@handscom.com ‘

Page 31 of 94



mailto:kmatz@handscom.com
http://handscom.com/
mailto:info@handscom.com

Return to Table of Contents

Strategic Planning

‘ 0 Overview

Learn the difference between strategic thinking and strategic planning as well as key
models to consider when building strategy. Learn how to translate strategy into a

strategic plan that enables your strategy to be achieved.

A\‘ Learn about: Key topics covered:
* The difference between strategic thinking vs. » Strategy vs. strategic planning
strategic plans + Developing strategy and strategic plans
» Different models and concepts you can use when »  Systemic factors and considerations
developing a strategy and strategic plan * Developing a strategic roadmap
* How to translate your ideas into a strategic roadmap » Translating strategic roadmaps into
+ Systemic considerations to better enable strategy executable plans

achievement

Whv this Whatever the level of position, everyone can benefit from understanding how to think
‘ o y more strategically and create more achievable strategies and strategic plans to realize
b matters? strategic goals and objectives. Trying to identify and execute strategy without a structured

approach is likely to generate lackluster results at best.

Example Content:

Zoom In on Strategy

. . / N
/ STRATEGY \‘\ THE MCKINSEY 7S MODEL

Strategic Roadmap

Zoom Out
on
Strategy

Threat of

Supplier
Power

Porter’s Five Forces HARD FIEMENTS SOFTELEMENTS
Analysis P — vt

Threat of

Substitutic

Hands On |

COMPETITIVE
ADVANTA?E
sssto

255 to funding an
accessto govammental

handscom.com ]
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Time Management & Organization

0 Overview

Learn different tips, techniques, and practices that optimize your time management and
organization, enabling you to realize greater effectiveness and efficiencies at work and

likely beyond.

A\ Learn about: Key topics covered: =

* How to optimize your time through certain * Benefits and impact of time management and
practices and organizational skills organization
* How to prioritize your work to optimize * Tracking and analyzing your time

effectiveness and efficiencies
+ Tips and techniques that you can apply
immediately to get more out of your time

* Prioritizing tasks by urgency and importance

* Theimportant role of goal setting

* Scheduling your time

* Good time management and organizational practices

Why this Time is a precious commodity and, once used, something we can't get back. Learning
® 5 how to optimize your time, your organization, and increase your effectiveness and
f matters efficiencies will garner significant return on investment by creating better work results

with better work-life balance.

Example Content:

How You'll Benefit From Better Time Management The Four D's of Time Management

Accomplish More in Less Time

Using your time effectively means that you're able to accomplish more in a shorter period. Delet:
Time management skills can reduce the cognitive load or effort involved in completing tasks. elete
So, you can work smarter —not harder.

Learn to say “no” and carefully filter your to -do list. You should delete clutter work —
such as junk mails and non-vital meetings — to make room for core matters

Reduce Stress

N
Planning and organizing your day effec] How (o) Track Your T|me on't require your specific skillset. Reassigning work is one of
anxious about your ability to complete tegies of time management if the new person-in-charge has
Create More Free Time ulfill the needs

Time management can also give you m

improve your work -life balance. There's Choose Your Categorize Your Track Your

Activities Week
More Opportunities to Reach Your Li S JLSCT
Managing time well leads to more opp
ability to prioritize and schedule work i§
better able to achieve goals and object

Tally the Results,

efficient with your time. Time-Tracking
by Category

e not time sensitive. Whether it's a new request or a project
dline, work that can be postponed in favor of immediate

Time fora

. . seriod . . .
Y Live Your Values . s e & % e e tasks immediately and focus your attention on one at a
- Being in control of your time also allow . ist, © CREIS L o ne

Your Values and people that matter most to you. Livi

and atwork.

« Breaks « Personal internet use 15
minutes

handscom.com N =
\\ Telephone: +1 415 590 4983 Meet with us
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Working in Hybrid Teams

| 0 Overview

Hybrid teams are becoming the norm in the post-COVID and ever-increasing digital world. Yet,

there are many challenges working in teams and fulfilling our professional and career goals
when we mix remote and on-site working. Learn how to better cope and manage these changes
to ensure optimal team collaboration, while ensuring you're working productively toward your
development and career aspirations.

%O _@_

A Learn about: Key topics covered:

+  The nature and needs of hybrid teams *  What's different in the hybrid team environment
+ How to best engage, communicate, and meet *  Working most effectively in the team
with others in a hybrid team environment «  Setting productive goals and work plans
« How to ask for direction » Playing your part in effective communications
+  How to continue to develop your capabilities and meetings
and realize your career aspirations * Developing your capabilities and career

While a mix of working remotely and onsite has many benefits, the mix presents certain
challenges that require us to re-think how we approach our goals, schedules, workloads, and

Why this interactions and communications with the team. This is important to remain connected, engaged,
‘ matters? achieving our goals, while balancing work / life and continuing to develop our capabilities and
careers.
Example Content:
User Stories Online Food Deiery
Sprints B x '

Traditional
Using Agile project m Teams

methodologies,
into sprints or it

are broken down
These are short,

repeatable phases, typically one to four
weeks in length. Fach sprint should result in
a draft, prototype or workable version of T m—
the final project deliverable. Dareunesd G mestiyif o o
Unexpecied | [RECTRRER
The purpose of sprints is to break down a # tto ,egu,a;;ﬂeétfnq anyone is out of office so have
project into bite-sized chunks. This enables £ level playing field
the leam 1o plan a single sprint al a lime: Ad hoc meeting
and adapt future sprints based on the -
outcome of the sprints already completed. D ceduled couRosEreprata ey
@ ite m chedule
Wil it s esas ciie (s £ but ad hoc pascordngl. Use Zoom |
of each sprint, the number of sprints should L &
be determined at the beginning of the o Standing meeting
project. Sprints are typically the same . orvone & § Is next planned meeting soon
length. S *  Planned- o enough? fnot, schedule ad
_ O standing Schedule time of (e
™~ (7] accordin
Hands On | (7]
z Importance & High
time sensitivity of resolution
avoid Zoom for
Hands On'|
:
\\ Meet with

ﬁ info@handscom.com ‘
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Communication Skills

How we communicate with others at work is foundational to our effectiveness in
both work results and relationships. Given the fundamental and enduring nature
of communication - something we do every day and all day long - it's critical to
continually explore and expand how you approach communications with others,
whatever the format.
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Conversational Intelligence

| Overview

Learn about the neuroscience behind the communications we have with others as a

way to significantly up-level your approach to all forms of communication - written,

verbal, presentations, and more - and the results you're able to achieve with a more
advanced approach.

‘ % & @ NP,
LR (3 ° -@-
= Ay - Learn about: Key topics covered: "\2A
- \\ -
- .~ » What Conversational Intelligence is and why it matters *  The purpose and nature of conversational
*  Why conversations often fail to achieve desired results intelligence
and relationships +  Different levels of conversations
*  Why we converse and interact with others the way we y The neuroscience behind our conversations
do - the science behind this *  Trust as a basis for conversational intelligence
* How to build trust with others as a foundation for * Resolving conflict
higher-level conversations . Getting to higher-level conversations

How to up-level our communications, results, and
relationships

Everything we do is based on the quality and effectiveness of the conversations we

. have at work and elsewhere. Yet very little attention is paid to this fundamental activity
Why this
“ y that often dictates whether we're successful in achieving goals, working well with
b matters? others, and many other outcomes.

Example Content:

How The Brain Really Works 3 Levels of Conversational
Knowledge

Center Executive Intelligence
Emotional > LEVELI LEVEL Il LEVEL Il

|

REGULATE
CORTISOL Evolve and impact the way we connect, engage,
EXCLUDING !

JUDGING interact, and influence others; enabling us to
LIMITING 1 . . . 2 High Trust
WITHHOLDING i shape reality, mindsets, events, and outcomes in

DICTATING a collaborative way. Share-Discover
CRITICIZING . LEVEL Il

onditional Trust

Conversations ...
LEVEL Il

THE FIVE BRAINS

Conversations have the power to move us from
“power-over” others to “power-with” others; ) Listening
giving us the exquisite ability to get on the same
page with our fellow humans and bridging the

\\
reality gaps between "how you see things” and —
"how | see things.”

handscom.com

Meet with
\\\ Telephone: +1 415 590 4983 Heet with us
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Effective Communication

0 Overview

Learn how to improve your capabilities to have more constructive and productive

communications with others at work. Learn how to leverage different platforms to tailor your
communication needs to best fit the needs of your audience - your team members, your
manager, partners, stakeholders, and more.

,’ "@ UL,
A Learn about: Key topics covered: 'Q )
*  Why effective communication is critical to your * The business imperative for effective
success and the success of your organization communications
* How to structure your communications for better «  Common pitfalls in workplace communications
impact * Determining your message

*  How to tailor your communications to best meetthe ¢  Understanding your audience
needs of your audience »  Structuring your communication for maximum

* How to effectively incorporate audio and visual aides impact

How we communicate with others at work is critical to our effectiveness in both work results

Why this and relationships. Increasing the effectiveness of our communications helps us ensure clarity
N matters? of the message, requests of others, and expectations for the role we and others play, as well
as increases the likelihood of mutual commitment and better understanding among the

parties.

Example Content:

When We Communicate ... @ Your Objective

What do you hope to achieve? Why is this important?

Your Audience
. Our Words What do you know and *not* know about your audience?

What does your audience need from this interaction?

Your Understanding

How will you increase your understanding of
Your Objective a) your audience and
What do you hope to achieve? Why is this important? b) the situation?

Your Message

Your Audience
- . What is the key message you want to convey? Are you willing
u know and *not* know about your audience? to change course if you discover something new?
es your audience need from this interaction?

Prepare Your ot does v
" o ‘our Approach
Communication Your Understanding What is the best platform and setting in which to hold this

; ion?
How will you increase your understanding of conversation?
d

b) the situation?

Your Message

What is the key message you want to convey? Are you willing
to change course if you discover something new?

Your Approach
What is the best platform and setting in which to hold this
conversation?

handscom.com

NS

ﬁ info@handscom.com ‘
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Giving & Receiving Feedback

(‘ ; | o Overview

" Learn how to improve your abilities to give good feedback as well as receive feedback
ﬂ( u in a constructive and productive manner. Feedback is constant; it's how we give it,

receive it, and process it, that makes all the difference.

'.@ ) N ,
Ay Learn about: Key topics covered: ‘,@'

* The importance of giving and receiving feedback * Importance of feedback

effectively * Roles and responsibilities in feedback
*  When and how to give feedback effectively + |IDEA Feedback Model
* How to receive feedback in a constructive and * Examples and practice sessions

productive manner

. Feedback is how we learn and grow as individuals, teams, and an organization overall.
‘ [ Why this Feedback that is structured well, given timeously and frequently, increases our
matters? engagement and collaboration, develops our capabilities, and helps drive and motivate

us to achieve our individual, team, and organizational goals.

Example Content:

When Feedback Isn’t
Shared: The Cost of
Silence

What Happens in the Brain >

©. Amygdala activates (threat detection)

Research Shows:

* Employees who receive regular,

meaningful feedback are significantly more EffeCtive Vs. IneﬁeCtive Feedback

engaged than those who don't.

« Teams that openly discuss performance )
outperform those that avoid difficult Effective Feedback Ineffective Feedback
conversations.

« Employees are more likely to leave Recognizes and rewards (not just for improvement) Given infrequently and outdated
managers who avoid feedback than those Given frequently and timeously Doesn't take into consideration one’s intent (vs.
who deliver it clearly and constructively. action)
Assumes positive intent

Sugar-coats to lighten the landing, but therefore

Honest w/ no sugar-coating unclear

Fair w/ no extremes or embellishments
Blows the incident out-of-proportion
Balanced w/ good and areas for improvement e

Sweeping w/out specific examples
Specific w/ examples

Focuses only on improvement (not recognizing and
Respectful rewarding effort and accomplishments)
Action-oriented (where applicable, there’s an agreed
plan to action the feedback)

No clear action following feedback

) Sender and/or receiver don't recognize their roles
Sender and receiver own their roles

handscom.com Meet with Us
\\ Telephone: +1 415 590 4983

N
ﬁ info@handscom.com ‘
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Presenting Technical Information

ST

presentation

a® Why this
b matters?

» The principles for creating and delivering
meaningful and impactful presentations

* Various techniques to enable you to create and
deliver effective presentations

»  How to turn your story into an effective

Learn how to better structure information, data, your message, your call-to-action and

more by developing and delivering more impactful and effective presentations.

Key topics covered: ‘@

* Presentation dos and don'ts

» Presentation practices and techniques

» Turing stories into presentations

*  Optimizing your delivery, audio, visual, and
audience impact

We're constantly delivering or attending presentations at work. Presentations have the
potential to move the audience to the action needed and in a way that motivates them.
Improving presentation skills is a must for ensuring communications and required actions

[of the audience] are understood, meaningful, actionable, and something your audience
wants to commit to.

Strategic Imperatives

+ Change the Dogma: Increase awareness of
IgAN as a chronic, progressive B-cell-
mediated autoimmune kidney disease that
requires early diagnosis and intervention to
reduce the lifetime risk of ESKD.

« Differentiate: Position B-cell modulators as
disease-modifying therapies with the potential
to preserve kidney function in IgAN.
Emphasize what differentiates atacicept within
the B-cell modulator class

« Ensure broad access/reduce implementation
friction. Ensure timely initiation of effective
therapy. Facilitate immediate adoption and
minimize barriers.

Hands On '-‘

Example Content:

..-. '

Structure for Presenting Technical Information

. Generally, understand your
information (shared direction)

- Align with your work (they may have

to do something with this)

- Support your work (they somehow
influence the adoption of your work)

-

- Convey your work to others

* What's next?

* What do you want
your audience to do

with this? (call-to-

action)

+ What has been achieved
so far? Actual outcomes to
date.

+ How have the
achievements been
accomplished? (keep it
light)

* What was the goal of the work?

* Who was involved? (keep it
light)

* Why is this important to
achieve?

* Why should the audience care
about this? What's the

relevance to them?

handscom.com

()

L\

info@handscom.com
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Storytelling

PSS 5 e Learn how to use storytelling as a powerful technique in communicating with others,
including using storytelling in presentations.

e —

Learn about:

*  What s Storytelling

How storytelling can advance our business, *  Why storytelling matters
performance, engagement, and satisfaction * Elements of a story

* How to create your own stories »  Structure for stories

* Techniques that help you deliver stories with impact * Preparing your story

+ Techniques to deliver your story

Business decisions are not solely based on logic. Data is often not memorable, but when
you tell a story with your data, you create a shared human experience. Storytelling can

® Why this

translate dry and abstract data into a compelling picture. Stories engage your audience

]

‘ matters? beyond facts, which activates more parts of the brain and makes them easier to
remember.

Example Content:

Why Storytelling
Matters in Business

When stories, visuals and data are u/il
used together they resonate with

audiences both intellectually and

emotionally for a lasting effect, you Change
need to persuade the rational brain "
but also resonate with the Storytelllng Structure Explain

emotional brain.” —

* Business decisions are not Visuals

Psychologist Jennifer Aaker The Middle . The End

What could be | Haw Biss

‘ a
3 i

Bl |oves [ ]

handscom.com
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Culture

Culture is often defined as “how we do things around here.” Culture is
also often pointed to as the “glue” that binds the people in the
organization together to achieve shared goals and objectives. Learning
about key tenets that form and bolster the culture of your organization will
help you play your important role in building and sustaining your
organization’s culture.
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Diversity, Equity & Inclusion

0 Overview

Learn key insights into the nature and evolution of diversity, equity, inclusion,
and belonging in organizations. You'll also learn more about unconscious bias,
how to combat this, and how to be an ally to others.

o.(p
A\. Learn about:

*  What DE&l is .
*  Why DE&l is a business imperative o
* How organizations have evolved DE&I over the years .
*  What you can do to support DE&l in your organization .

]
N /,

Key topics covered: -():

Defining DE&I and its importance
DE& historical progression
Generational diversity
Combating unconscious bias

+ Beinganally

Diversity, equity, inclusion, and belonging, when embraced with the commitment to do
the right thing and the very best thing for others every day, are hallmarks of a great work

® Why this
b matters?

]

environment where all can thrive and bring their best selves to work. We all play a key
role in creating an environment that embraces these important organizational tenets.

Example Content:

Diversity is Multidimensional

Diversity is a fact.
Equity is a commitment.
Inclusion is a behavior.
Belonging is a feeling.

3 key dimensions

Why DEIB is so Important

@l Iis

Organizations with more Organizations that report high

diverse thinking styles, report levels of inclusive leadership

66% more innovation by are 45% more likely to report
comparison to others. market share growth.

gEOrganizat\ons with higher

diversity and inclusive

Organizational dimensions - where we
each are in our organizations today.

External dimensions - where we are in our

It's the right thing to focus on,
personal lives today.

as we all benefit from a more
diverse, equitable and

nclusive work environment. . . p
el . Internal dimensions - who we have likely

been all along.

Organizations with greater
diversity and equity in
leadership report 2 x greater
company valuation

Hnndﬂ()n."
leadership and consistently

equitable practices report 2 x
higher employee engagement.

Source: 2021 Deloitte Study on bottom line impact of DEIB

handscom.com

Meet with us
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Increasing Civility in the Workplace

0 Overview

Learn the principles of workplace civility and how these form the basis of a diverse,

equitable, and inclusive workplace. Learn the role that you can play, such as sharing
resources, recognizing the contributions of others, expressing gratitude, and providing
timely, specific, fair, balanced, and actionable feedback.

o A
& Learn about: Key topics covered: '@'

*  Why effective relationships at work matter »  Why relationships matter
*  Practical ways to enhance your relationships at work * The benefits and impact of good relationships
* How you can influence effective work relationships in at work

your organization 0

How to build workplace relationships
* Addressing incivility

. Workplace conflict can have significant costs for organizations in the form of lost
o Why this productivity, lower engagement and commitment, absenteeism, and
‘ matters? turnover. Understanding and playing our role to create a positive, productive, fair, and

inclusive work environment ultimately makes us a better overall team and organization.

Example Content:

Smile often
* Workplace relationship problems have significant Personal

Benefits and costs for employers in the form of lost productivity, Behaviors a nd
absenteeism and turnover.
Impact

Act authentically and humbly
Listen actively when others are speaking

Actions +  Seekothers' opinions

Involve others in decisions when their input is

Addressing Incivility e

Operate with a giving mindset (such as sharing

The Bottom line
Impact of Civility...

information and resources, recognizing the
If you decide to confront someone on their incivility, it's best to not react in the moment,

take a pause, and plan for how you will address this matter. Here's some key tips for doing
this:

contributions of others, expressing gratitude)
Operate with a total team mindset (we're only
Steps to Address Incivility successful if we work well together)

Ask the individual for some private, scheduled time to discuss the matter. Don't try to do this in a public

N setting, or without planning for the conversation
Hands On |

Focus on the issue, not the individual

State specifically what bothered you and how it made you feel. You can start the conversation by stating
that you recognize that the behavior was unintentional. This will put the other person at ease somewhat to
better listen to what you have to say

handscom.com 1

\\\ Telephone: +1 415 590 4983 Meet with us
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Understanding Unconscious Bias & Allyship

\ 0 Overview

Learn the different types of workplace bias and how these can creep in, how to combat

biases, and be an ally to others. Recommended as a follow-up to Diversity, Equity &
Inclusion.

'. N ’
& Learn about: Key topics covered: '@

* How to recognize unconscious bias *  What is unconscious bias

*  Proactive ways to combat unconscious bias *  What creates unconscious bias

*  Whatis allyship and how to increase your allyship * How to combat unconscious biases
of others * Increasing your allyship

. To truly combat unconscious bias, we must consider not just the different causes and

‘ ® Why this manifestations of bias, but also the systemic and structural issues that allow biases to

‘ matters? be perpetuated. Beyond combatting biases, acting as an ally to others is equally
critical to creating and sustaining a great work environment for everyone.

Example Content:

Our Perception - how we see people Neur°|°glca|
and perceive reality. Pathways to
+ Our Attitude - how we react towards Unconscious
How Does
Bias Affect € Overt
. . , behav r
ourThlnklng i ° A Hiring the wrong candidate for a job behavio

Common B2 Misunderstanding your customers

behavior

.
Mistakes e — N

. % Under-valuing employees and not getting Unconscious
Made n the the most out of them bias Inadvertent

workplace Causing talented employees to get
frustrated and leave

Hands On | D T ————
Promoting unsuitable employees beyond
their capabilities

And much more...

handscom.com
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Influencing Skills

The ability to influence without authority has been consistently shown
through research to be among the key attributes of successful
professionals. If you want to enhance your abilities to influence others at
work, there are a variety of skill-building programs you can explore.
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Conflict Resolution

o Overview

Learn the different conflict styles and strategies to handle conflict to determine the best route for

each situation you may encounter. If we accept that conflict is a natural part of being in interaction
with others, and we adopt an approach that says we can come out of this stronger together, then
conflict will lead to good, and we'll be able to deal with it with less stress and anxiety.

%P o
A Learn about: Key topics covered: =*

*  What conflict really is and why it occurs *  Understanding conflict
* Different styles and preferences for resolving conflict * Conflict styles
*  Risks and benefits of different conflict resolution styles © SixC’s of collaboration .
* How to apply a collaborative approach to resolve * Coping and resolving techniques
conflict
Why this Conflict shouldn't be avoided, as it invariably happens. Whatever your natural reaction to

‘ o conflictis, we can find ways to alter our reaction for better relationships and results. Conflict

b matters?

can lead to good when it produces change or promotes unity and collaboration.

Example Content:

Different Styles for Handling Conflict Different Conflict Styles

N Comprising = yield/yield
“split the difference”

COLLABORATING
Styles & Preferences

Results, Bottom-Line, Drivers

R
Emotions, Enthusiasm, i

Expressive, Relationship-Driven

Thinking, Data, Narrow &
Deep, Micro-detail

Hands On')
|

handscom.com 1
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Emotional Intelligence

0 Overview

Emotional intelligence is consistently rated as highly important to one’s professional

success, if not more importantthan Q. Learn the fundamentals of emotional intelligence
and how you can increase this to enhance your work results and relationships.

%O -
A Learn about: Key topics covered: -@):-

*  Why emotional intelligence matters *  What is emotional intelligence
+  The pillars of emotional intelligence and how + How EQis different to IQ
these can show-up at work

* How to enhance your emotional intelligence success
* How to interpret emotional intelligence in the work

environment
* Strengthening your emotional intelligence

* How emotional intelligence plays a critical role in your

Whyv thi EQ has been consistently rated as more important than 1Q, and yet so few people understand
‘ . y IS how to truly build their emotional intelligence as a key capability. Emotional intelligence is often
‘ matters? the difference between being understood, understanding others, and working collaboratively in
a way that we all succeed as a team and organization, or not.

Example Content:

Thinking Brain
+ Concepts and symbols
« Llanguage

Engaging Self-Awareness
with Others + Know your emotions The emotional : gtg{":;y

+ Cognitive thinking and processing
* We often think this is our entire

Adjust Your Listening & brain, and our entire self but this is
incorrect.
Awareness

Demonstrate Empathy

How to apply
El

Assume and judge nothing

Source: Daniel Goleman,
author, Emotional Intelligence

""" Am | listening to understand? Meet the other person where they are

Is]
ects body chemistry
bresses non-verbals

You can demonstrate understanding without

Am | asking questions to increase my : r
necessarily agreeing

J |
J |
J |

[Am | listening for words, inflection and tone, while

Hands On'|
Use words and gestures to show you care

watching facial expressions and body language?

Am | trying to put the other person at ease? Don't offer advice unless you're asked for it

Hands On |

handscom.com
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Executive Presence

0 Overview

Learn different ways to enhance your capabilities and confidence when interacting,

communicating with, or presenting to senior management.

Ax

Learn about: Key topics covered: @'

* The key attributes that influence executive presence

* Specific tips to enhance your executive presence

* How you can develop an action plan to implement your
learning

*  What executive presence is and why it matters .

Defining executive presence

+ Key components of executive presence

* Steps to build and enhance effectiveness
when interacting and communicating with
senior management

a® Why this
b matters?

Communicating, collaborating, and influencing at different organizational levels can require
different approaches, which may in turn require slight adaptations in how we tailor our

communications, deliver presentations, and conduct meetings. Understanding what's
typically different at senior management levels can help you increase your effectiveness.

Example Content:

What is Executive Presence?

At its heart, executive presence is about how
you show up; about how you are perceived
by others - your ability to inspire
confidence, how you connect with p
and exert your influence.

Limiting
And the good news is that anyone c,  Beliefs
executive presence through a set of
behaviors. Thinking back to when
you last experienced a
| limiting belief, try that
el here:

engineering
experience

Hands On |

I do not have the Or  They probably want

a more senior

Take action to gain the experience for another time.

How do you know they want a more senior person? If you believe
you can do it, volunteer.

Know Yourself

Given that our own “brand” matters so much, it is important to
know what it is. Try to articulate it here by answering the following:

wmwddq x describe me?

ing down how you see yourself at work
ap the accuracy or differences

“There’s no point
volunteering to lead
that project. They’ll
never give it to me.”
e on to what you can do to move the two
oser together. If you have had a recent

: ent, dig it out and take another look.
EXCUSE

person

handscom.com
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Influencing & Stakeholder Management

0 Overview

Learn how to improve your influencing skills with others at work - whether your
peers, manager, partners, or stakeholders. Beyond influencing, learn how to

structure your approach to different stakeholders, increase stakeholder
engagement, and effectively manage your stakeholder relationships.

%
A Learn about: Key topics covered: =
* How influence differs from persuasion and when to use * Influence vs. persuasion
* How to enhance your influencing skills « Behaviors of great influencers
* How to analyze your stakeholders’ needs and interests » The role of emotional intelligence
* How to better engage and sustain engagement of your » Stakeholder analysis and mapping
stakeholders » Stakeholder engagement
»  How to effectively manage your stakeholders » Stakeholder relationship management

Our ability to influence others without authority is critical to getting things done well at work while

building and sustaining important relationships. Equally, most of our work involves stakeholders -

‘. Why this those who are highly invested in the outcomes of our work. Ensuring that we know who our

matters? stakeholders are, how to best engage and manage the relationship with them, greatly determines
whether our work is ultimately successful.

Example Content:

Engagement & Management Are —
Both Required Prioritize Your Stakeholders

Stakeholder
Mapping High Interest + High Interest +
Low Influence High Influence

Requirements

+ Inform Completely
« Monitor closely
Relationships & Influence « Keep satisfied

Practicing Style
Adaptation

Stakeholder
Engagement .

Low Interest + Low Interest +
Low Influence High Influence

+ Share essential + Monitor regularly
information . Anticipate needs
Revisit your earlier work on stakeholder analysis * Minimal contact

+ Keepsatisfied

Use DiSC to consider each stakeholder's style

Stakeholder Influence

and preferences

Identify a few things you can do to better adapt
your approach to each stakeholder based on

their likely style and preferences

Hands On '-‘

handscom.com 1
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Navigating Difficult Conversations

0 Overview

This program will help you learn how to approach more challenging conversations

with greater ease, comfort, and confidence, and lead to better overall outcomes.

o oA
A\ Learn about: Key topics covered: -@)-

» The importance of effective conversations * Importance of effective conversations
* How neuroscience plays a big role in how we converse ¢ Neuroscience of conversations

and relate to others » Navigating difficult conversations for better
* How to navigate difficult conversations and increase outcomes

your effectiveness and satisfaction

Conversing with others at work is something we're each constantly doing. These
conversations are foundational to building trust, connecting with others, growing our
() Why this capabilities, and ensuring shared meaning and direction. Understanding how to
b matters? improve the conversations we have with others at work can significantly up-level our
confidence, comfort, and the results we hope to achieve.

Example Content:

E Business Impact of
, N Effective Conversations
\ ot
) -‘ 5 - Cm——
|

In your workbook, describe: * Builds a high-performance
For example: culture

Conversations that
missed the mark

Thinking about the crucial conversation you
identified that did not go well:

* You felt misunderstood

* The other person shut down or pushed
back

« Lead with facts and don't make assumptions
: Ic?:tleerﬂ frustrated, annoyed, or replaying Demonstrate care and connection
« Address the problem as soon as you can
+ Always keep your cool. Pause if you feel
TN 4 yourself reacting
Honek O} Tlps for « Focus on behaviors, not personalities
NaVlgatmg Prepare and rehearse your opening and
Difficult questions
Conversations Assume positive intent
+ Remain curious not convincing
-
%ardsOn“
handscom.com
—— N\ .
N\, Telephone: +1415590 4983 Meet with us
() info@handscom.com ‘
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Leading Others

Leading others requires its own skill set. Learn different ways, practices,
and techniques to enhance your leadership capabilities, while increasing
team member engagement, performance, productivity, and satisfaction.
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Advanced Coaching

A 0 Overview
|

Learn advanced techniques and best practices for coaching employees and teams, including

L%
s A\‘ Learn about:

» Learn the core competencies, skills, and
techniques used by executive coaches

* Learn approaches to more effectively
diagnose team and individual coaching needs

* Learn techniques to significantly advance your
coaching capabilities

“ Why this
b matters?

7/ coaching capabilities and practices used by expert executive coaches.

Key topics covered: -@-

Revisit the COACH Model

Core Competencies for Coaches
Diagnosing Coaching Needs
Advanced Coaching Best Practices
Advanced Coaching Techniques

Coaching is consistently rated among the most important and most effective techniques of
engaging employees and developing their capabilities and careers. Investing in advanced
coaching skills will pay dividends in improved employee engagement and performance.

Example Content:

Core Competencies of Great Coaches

From GROW to COACH

Foundation: T ——
« Demonstrates ethical practice ‘ - s g
« Embodies a coaching mindset . ’ ¢ -

Coaching for !
Co-creating the relationship: Perf 9 Coaching for development is about n". :\ - .
L hes andlme . errormance vs. turning the focus from the issues to the ‘._1 /N A
+ Cultivates trust and safety L

Coaching for
Development

* Maintains presence

e, 3 £,
« Listens actively Coaching for performance is about
+ Evokesawareness addressing and fixing a specific
problem or challenge.

Cultivating | e
+ Facilitates growth

It's everyday “stuff,” and it's
important and necessary.

(CIOJOIO

person dealing with the issue.

This conversation is more rare and
significantly more powerful.

Assess & How to
A Prepare C | converse <H i Progress

handscom.com

N\ Telephone: +1415 590 4983

N
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Being a Leader

0 Overview

This program is great for all colleagues, even if you do not currently have direct
reports. You may still act as leaders providing direction and oversight to your team.
You will learn steps to align and inspire your team, helping the business achieve its
vision while helping people realize their full potential.

P | bout: Key topi d: -®)-
“ Ay Learn about: ey topics covered:

* The importance of effective leadership

» The role and qualities of effective leaders

* Key steps you can take immediately to enhance
your leadership effectiveness

a® Why this

b matters? skills

and must

leadership
and personal growth for their teams to follow.

model

What it means to be a leader
Qualities of effective leaders

Role of effective leaders

What's next in your leadership journey

Great leaders are critical to the success of any team. Leadership is a journey, not a
destination. The best leaders understand that they are constantly evolving their
humility, vulnerability,

continuous learning,

Example Content:

Key Actions You Can Take

Decide how you want to be known as a leader / \
)
Understand challenges and remove barriers Y
Clarify direction and priorities

Set expectations and norms by giving fe

Decide How You Want
to be Known as a Leader -

Coach your team members for growth a
development

Remove roadblocks and create access f

Build trust with your team $? What qualities or behaviors do

@ you want to be known for?
Embrace and leverage diversity and be

. l’ What do you not want to be
Hands On'} known for?
What do you want your team
q or others to say about you
when you're not around?

Hands On |

Abil itya,a
+ Competent

+  Technically skilled
+  Knowledgeable

+ Successful track

.
Integrity ®
+  Sound principles
+ Honest
+ Balances
viewpoints

Trust “\Reliable
l"l’“

Loyalty @

+ Cares about me and my
concerns

*  Values our relationship

. Keeps confidences

handscom.com

\\\ Telephone: +1 415 590 4983

ﬁ info@handscom.com
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Being an Inclusive Leader

‘ 0 Overview

Learn how create and sustain an inclusive work environment and how this benefits you, your
team, and your overall organization.

" ) ’
B\« A\. Learn about: Key topics covered: '@'

* The many imperatives that call for a strong » The Imperative for Diversity, Equity and
organizational, team and individual commitment to Inclusion
diversity, equity and inclusion * Bias and Systemic Discrimination

* How bias and discrimination have led to a broad * The Leader’s Role
system of inequality * Combatting Unconscious Bias

* How vast and varied biases can be and how we « Creating Psychological Safety for All

must challenge our own thinking to effect change
* Therole that you can play to create a more
diverse, equitable and inclusive environment

Why this Inclusion and belonging are key to creating a safe and engaging work environment and building

I and sustaining high-performing teams. Leaders play a pivotal role in creating and sustaining an

inclusive work environment where diversity is embraced and leveraged, and all team members
have a strong sense of belonging where they can bring their whole selves to work.

Example Content:

; 5 P - e
The Role of the Leader  a— | Actions for Leaders
“ vopen N ®
"‘<:V'A:-".~' ty rihan . alw ‘ ‘e e : :

Peycholagical I

Sataly

handscom.com 1
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Being a Resilient Leader

J o Overview
|

In this program, you'll learn the skills and practices of resilient leaders.
Resilient leaders lead

*Q o
A Learn about: Key topics covered: @

People Leader Roles through times of Change » Revisit expectations of people leaders
* How Leaders Navigate through Change * Understand emotions and reactions to change
* Leading Your Team through Change * Learn how to best navigate change and help
* Increasing Yours and Your Team's Resiliency your team do the same
* Learn how to increase yours and your team’s
resiliency

For leaders and employees, resiliency continues to be rated among the most important skills for

‘ o Why this effective personal, team, and organizational management. Learning how to increase your own
y - resiliency as a leader, while advancing your ability to increase your team's resiliency, are critical
matters to leader and organizational success, particularly in the realms of navigating through change.

Example Content:

el e e 2o 0 L A Simple Way to Think About Resiliency

Integ self- N—
Stages of v —_— DESPITE

Change
= What Builds Resiliency?

ADVERSITY

To increase our resiliency,

it's important to understand Premonition,

how we respond to change. anxiety

Our response to change will R Vision

vary given the change itself \-( Collaboration Purpose, goals and Composure
and our personal views on Shock, feal * Persistence congruence * Regulate emotions I —

how the change may impact + Support networks * Interpretation bias proadive Practice
us or others. + Social context « Calmand in control

7 Stages of Emotio > MEmEg perespiiens The 6 ait for adversity use both large and small
—_— Domains of —_— everyday challenges

N Tenacity Resilience Reasoning
e ) « Persistence + Problem-solving

: + Realistic optimism « Resourcefulness

+ Bounce back + Anticipate and plan

Health

Nutrition

: Hello Driven Pty Ltd.

* Sleep
« Exercise

Meet with us
handscom.com

\\\ Telephone: +1 415 590 4983
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Creating Culture as a Leader

0 Overview

Learn how to enhance the culture of your team, which in turn increases team
member engagement, commitment, and satisfaction, while getting the whole
team moving in a shared direction.

'&@ . N ’
Ay Learnabout: Key topics covered: -(®)-

*  Whatis company culture

»  Culture as the organization’s immune
system

» Leadership and culture change

* Engaging your team

* The definition and principles of a healthy
company culture

* The impact of company culture on business
performance

* Yourrole as a leader in creating and sustaining
a healthy company culture

* How to create change when needed

Culture is often defined as “the way we do things around here,” or “the glue that holds
Why this us together.” Culture is often misunderstood and often assumed. Yet a strong and

“ matters? purposeful culture is one of the most important defining characteristics of successful
i organizations and teams.

Example Content:

—

-, S
g - —
< - A CLEAR MISSION AND FOCUS
'.1 - . — Wi e Goals and
: ——— Company G rategy Objectives
"Company culture is how you do culture and §
what you do in the workplace. | . i = =
It's the sum of your formal and 5 business % fﬂl;‘gp;;;unsd f’efgjn?:aﬁona‘ Creating Change
informal systems, behaviors, l EII performance 9
and values; all of which create an : [ ACONSISTENTAPPROACH
experience for your employees . : Cross Funcional
and customers.” What s COl'l’jp.any CUIture and Why (k= alues Coordination + /Agreement
it important? Integration
- Great Place to Work Barriers to growth (Percentage of respondents)

EVERYONE IS INVOLVED

erment Team Orientation Iraeus e Capetlyy
34% Development

Hands On |

Culture o Weak
(e.g., risk °'ga""la";"a' business Missing No attractive
aversion) complexity plans capabilities  opportunities

Insufficient  Inability to
resources s

Just one in nine start up companies achieve sustained,
profitable growth over 10 years. And 85% of
executives blame that shortfall on internal factors with
a poor or toxic culture one of the top 3 factors.
(Source: Bain and Co - The Founder Mentality)

handscom.com 1
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Creating Strategic Vision & Aligning Your Team

0 Overview

This program is great for any leader who can benefit from learning how to develop a

well-structured, elevating, and compelling vision, including learning how to
communicate shared vision, meaning, and purpose to align your teams and

stakeholders.

* P .
As Learn about:

* Understand why creating an elevating and inspirational
strategy and aligning your team are critical to yours
and your organization's success

* Learn how to create an elevating, inspirational, and
actionable ‘Why, What, How, and When' for your
strategy

* Learn how to co-create strategy with others and align
their commitment, passion, and enthusiasm

Key topics covered: @

Defining strategic vision and its key components
Incorporating both leadership and management
The importance and mechanisms of co-creation
How to start with your ‘Why'

How to define and align your ‘What, How, and When
Communicating your vision

1

Why this Key to effective and compelling leadership is the ability to communicate an elevating and inspiring
‘ . P vision: one where your team and others clearly understand their purpose, how the vision aligns with
‘ matters their values and interests, and the role they will play in this. Without this capability, leaders will

struggle to align, motivate, and mobilize others to join them in realizing the vision.

Example Content:

Manager vs Leadership Actions

Leadership Actions Management Actions

« Innovates and defines new ways of working

Aligning Your Team

1. Align your vision to the organization

2. Ensure your team understands the

s like *why?" OF "what?" organization'’s vision and their roles within this

3. Co-create your team'’s vision with your team

y reviews the horizon

4. Develop goals and work plans that enable the
+ Prefers to challenge the status quo .S vis ol

5. Talk frequently about the team'’s vision
6. Share success stories as soon as these occur

7. Reward your team for executing to the vision

id ‘ s

b ¥ By co-creating together, we garner a true sense of
shared purpose and direction and solidify the

that is required of

itment and
each individual

gag

handscom.com
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Coaching Others

ﬂ Overview
|

Whether you formally or informally lead others, coaching is a skill that you want to
develop, practice, and use on a daily basis. Through effective coaching, your team

members advance their capabilities, strengthen their engagement, motivation and
satisfaction. Coaching continues to be rated among the most important people and
team leadership skills.

Learn about:

| 2
g AX

* Why coaching is so important to your role as a .

Key topics covered: '@

leader
* Learn and apply a best-practice coaching model
*  When to coach and for what purposes
* The required skills, behaviors, and beliefs to

What is coaching and why it's important

When to coach

How to coach

Practical and immediate ways to start coaching your
team members

coach others effectively

Coaching team members is rated among the top leadership competencies that
employees say they need but rarely get. Learning a simple methodology, while

| @ Why this
matters?

changing our own mindsets on the importance and high-value impact of effective
coaching, is critical to your success in leading, developing, and motivating others.

Example Content:

Coaching for Different

Maore on Skill vs. Will
Things

Aptitude:
Capabilities, Results, Career

e

From GROW to COACH

Attitude:
Engagement, Behavior, Relationships

Outside Factors:

Organizational Change, Personal
Change, Natural Disaster, Pandemic,
Recession, etc.

i (C Capabilities (O

How to
H Progress

Converse

handscom.com 1
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Communicating as a Leader

0 Overview

Learn how to advance your communication skills as a leader of others. Communication

underpins all that we do in organizations, and the need for more effective communications
from leaders is never more prevalent in work environments today, where things change and

evolve rapidly.

* @
A\‘ Learn about:

* The Leader's Role in Communications

+ Establishing a Cadence and Channels for
Communications

*  Optimizing your Communications

‘. Why this
| N matters?

Key topics covered: =

* Understand where, when and how you need to
communicate as a people leader

* Learn best practice tips and techniques for
communicating as a leader

Much of how leaders lead teams in organizations is predicated on how effectively they
communicate with their teams, partners, and stakeholders. It's not just how they

communicate, but when, what, and why. Helping leaders optimize their communication skills
ultimately helps them, their teams, and their organization overall operate at optimal levels

with optimal engagement.

Example Content:

Recruit & Hire

@ On-board %

(&) Progress g ”
Wk SRetan @ N,

WHAT WHEN

i
Nt (.
@l o EHEDY
ognize % .
Lifegyc
g ? Cascading vision and
- strategy

Manage ~ *.
& Performanc ‘@, Setting goals and
e direction

Keeping the team
informed

’

Keeping partners and
stakeholders informed

Managing performance .

Handson |

and development

Managing change and
ambiguity
access and

Communicating as a People Leader

o - Quarterly team meetings (updates) focused on

/@\ strategy, goals and progress and topline

5 @ & information

() i) pnthly 1:1s focused on individual performance,
elopment, and career interests

2ekly team meetings focused on the week'’s key
ivities, challenges, and information or other
ources needed

as information unfolds and the team needs to

handscom.com
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Delegation & Empowering Others

0 Overview

Whether you're a formal or informal people leader, such as leading project teams, learn
foundational leadership skills to improve how you delegate, motivate, and empower

others.

" S 4
> A’i‘ Learn about: Key topics covered: ‘,@C

* The benefits of effective delegation * Importance of effective delegation

» Best practices to delegate effectively « Key steps, techniques, and practices of

*  Opportunities to delegate for development effective delegation

* How to build empowerment through delegation « Key steps, techniques, and practices of
empowerment

® Whether we're formal or informal leaders, we're often delegating tasks. This is also true
“ . in peer-to-peer scenarios as well. For most of us, delegation is something that we're
Why this doing on a regular basis. It's imperative that we delegate effectively to ensure clarity of

tasks, standards and timelines expected, while seeking to increase the other person’s
commitment to complete the task as needed.

matters?

Example Content:

The different levels of Delegation

There are quite a few things you could probably

easily delegate and absolutely should = e
eve evel Level 6

M h t These willinclude: routine tasks, development tasks, Let me know the pros Explore the issue, make You consider, decide,
ore on wha < task that recommendations and il el e e

o u Ca n - Benefit to you: i and let me know when
y someone * Respect from your team itis done
D I t + Free-up time to do tasks for which you are accountable

e ega e ... another pg + More time to focus on broader needs of a business, e.g.,
" group vision, purpose, and strategy
with regul} . P

What Types of Task 9 Avoiding burnout

e  Benefits of

Can You Delegate? .
They shoy Delegatlon To the individual team member:

. +  Development You consider and let
whether it *  New skills me know :v]w ou
. +  Empowerment - e
will proba + Responsibility haw.s decide
ou need

the oppor]
R To the organization:
R + Higher productivity

) + Costsavings

+ The right people doing the right jobs

+  Employees who are committed

+ Higher levels of teamwork and collaboration
+  Shared learning

+ Allowing autonomy at every level

handscom.com
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Developing Others

‘ 0 Overview

If you lead other team members, a critical part of your role is continuous development
of your team members. Learn best practices, tips, and techniques and gain access to
tools to help you develop your team, whatever the development objective may be.

" S ,
& Learn about: Key topics covered: ‘@‘

’

* Understand why developing your team is so important * Importance of Development
* Learn key techniques for employee development + Key mechanisms for Development
* Learn a best practice model for coaching + Coaching

» Conducting development and career conversations

For most organizations, if not all, people are your most valuable asset, and may be your

‘. . most expensive resource. Investing time and other resources in developing team
‘ Why this members separates successful organizations from those without such a mindset and
matters? continuous focus. Ensuring your people leaders have best practices, tips, and tools to
develop their team members is critical to their ability to effectively develop their teams.

Example Content:

\v\_-‘.. l

Why Developing Your = , : Stay Interview
- f

Team Matters... ' B h 18

= Hiring a replacement can cost ‘ e ‘ . 44—

up to 2.5 x of a departed

employee’s annual salary rent

lll
b

\

(e
li

B

]
!
!
|

ion and '
y. Ye
$ Employees leaving costs ,buotuit \ - s A
money anyway you slice it ere you — -
@ nulch as
w Your teams, workflows, and From'IDEA to COACH "

» good

1 l
o culture take a hit too ,!)Z\ - @ - %::B - @ - D/Iil] onto ’l“‘;.i..ii

C | capabitities [(({O| observe [[(A ] 4% (EE converse B Howt

Prepare Progress
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Establishing and Maintaining Trust

‘ 0 Overview
J

Learn how to enhance your effectiveness, speed, and sustainability in gaining and

maintaining trust with others - whether your team, partners, stakeholders, or customers.
Understand where blind spots may exist and how to address these.

¥ & o
4 A\‘ Learn about: Key topics covered:
< « The enduring importance of trust, whether in a * Hallmarks of Trust
N work environment or elsewhere * Behaviors and Skills Required
b~ + Key skills, behaviors, and approaches that build *  Psychological Safety
and sustain trust + Creating and Sustaining an Environment of
* How to create an environment that ensures and Trust

reinforces trust, which leads to better
engagement and better results

. Trust among your colleagues, direct reports, partners, stakeholders and customers is an
Why this underpinning requirement for effective relationships and results. Behaviors and actions that
‘ matters? impede trust are often done inadvertently. Understanding where these blind spots exist and
how to address them makes you, the team, and overall organization that much more effective.

Example Content:

Psychological
Danger
Logical, Lower Emotional Emotional, Highly

Charge Charged PE | Fear of admitting

4 Dimensions of Trust *

Psychological
Safety

... Comfortadmitting

mistakes
ﬁo] ; H
Building Trust with Your Team 0/@\0 : - o I Better :
(TR . innovation and Learning
" decision- fr.om
Have you ever worked for someone you didn't trust? How did ’ making failure

that work for you?

We Judge

Everyone is open
Ourselves Does everyone on your team trust you to do the right thing? ER g e —

*This model of trust s from The Thin Bool

If someone else asked your team members if they trust you, what
do you think they would say?

What have you done recently to demonstrate your
trustworthiness?

What have you done recently that may have called your
trustworthiness into question with the team?

HandsOn
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Leading Hybrid Teams

= 0 Overview
J

| Hybrid teams are becoming more of the norm in this post-COVID and ever-increasing digital

world. Despite the proliferation of hybrid teams many teams are still finding the transition from
in-person, or fully remote, to come with certain challenges. These challenges trigger the need to
re-think and potentially re-design how our teams work together and how we best support our
teams as their leader.

o.(!)
A\‘ Learn about:

]
@
’ N

-

-

Key topics covered:

* The nature and needs of hybrid teams » Key differences in a hybrid team environment
* How to best engage, communicate, and meet with * Engaging with others
others in a hybrid team environment + Setting goals and work plans
* How to give direction to and develop your team * Team communications and meetings
members + Developing your team

Hybrid team leaders must master many areas including team moral, communication,
Why this engagement, goal setting, coaching, and scheduling to blur the distinction between in-person
matters? and remote team members. Establishing co-created team norms will build a positive culture of
S productivity, efficiency, and belonging.

Example Content:

Benefits & Challenges

ONGOING LEADERSHIP TEAM
An executive or leadership team

responsible for ongoing operations of an
organization, business unit, or function.

PROJECT-BASED LEADERSHIP TEAM

Aleadership team responsible for

leading a project/major change initiative

by providing direction, oversight,

governance, critical decision-making,

EXAMPLE USE CASES: and so on.

+ Leading ongoing operations

+_Aligning on anew strategy EXAMPLE USE CASES
d integrating new - Mergers and acquisitions

- Designing a new operating model

Leadership

Team

Location Challenges

Team Meetings

Virlual
leams

: Ongoing

Temporary: Projecbased

STRUCTURE N
USED TEAM \ARAOJFCT{BAdSFS TTAbM N .
O VIRTUAL MEETING TIPS [ who are responsible LI B o el
pen X to deliver work on a specific project for a
Hybrid . - Check-in with people L ‘ specific purpose. These teams are often
Teams - Share something that is happening for you 3 EIET
right now outside of work . EXAMPLE USE CASES:
. Agree the agenda together + Encourage everyone to use thair + Designing a company event
video Sl ¢ Designing a new office space
Body
e - Follow the agenda v Enable chat
- Give everyone an opportunity to ask v Equalize Q& A
questions and give feedback
- Check-in with those who don't speak-up « Include everyone
v Survey for feedback
Close v
- Celebrate successes and progress

- Agree next steps
. Check-infor anything else

handscom.com i
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Leading through Others

0 Overview

Learn best practice tips and techniques to manage larger teams, typically with both direct
and indirect reports. Understand what's different and, therefore, what's required of you as
you lead larger teams and increase your scope and range of influence in your organization.

'A% Learn about: Key topics covered: @

«  What's different, as we shift from leading ) Shift tolkeading through Others
! * Indirect Leadership
others to leading through others ey el :
) ) » Differing Roles / Responsibilities for Different
*  What's required to be successful as a leader
Levels of Leaders

of other leaders .« Developing Other Lead

*+ How to develop other leaders RESRIggSinenteaders

Leading larger teams with both direct and indirect reports is not an easy transition, nor one that
we necessarily understand how to best manage. Yet, as we lead larger teams, we have increased

‘ o Why this organizational responsibilities. Equipping senior leaders with the skills required is imperative for
‘ matters? their success, the success of their teams, and the organizations they lead.

Example Content:

The Fundamental 4 Core - -
Leadership Skills y Important?

Functional Ambassador
Educatmg other leaders and groups cross-functionally as to

o hutiogto the entggorise, and your specific
Tw Fi >lans, and metrics for
. .-. . An.Othel‘ Way tO - Sresponsibi\ities, and
‘ - - Thlnk About the sses and needs

Shift Senior Leaders b you want the rest of
1

Applied at the seaig

SELF AWARENESS COMMUNICATION . Oversee multiple teams and

Front-line and Mid-level Leaders brogder,elgapizational
strategies

Understand your Effectively
behavior’s impact on communicate goals
organizational and inspire trust.

outcomes. # Manage teams and daily tasks

pd el and for your team to

« Strategic decisions that may | their functions and
# Operational decisions to address impact the entire organization
Source: Center for Cred immediate issues

« Influence cross-functionally
and may influence at the
enterprise level

# Influence a small group of employees

handscom.com -
N\ Telephone: +1415 590 4983 Meet with us
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Managing Others

0 Overview

If you're new to managing other people, this is a great foundational leadership program
where you'll learn a number of practices for effective management of other colleagues.

This program is also great for experienced people managers who were never trained in
foundational leadership practices or would simply like a refresh on these practices.

%

& Learn about:

Key topics covered: '@

4

+ Key people processes and your role as leader * Leading vs. managing
*  Your role and expectations as a people leader and manager » Leadership expectations
* How to identify your team members' * People processes and your role
strengths, developmental areas and interests » Setting goals
* How to cascade and set SMART goals «  Skill vs. Will to delegate work and develop
* How to better prioritize and delegate work to your team your team

* How to better manage team member performance and

development

a® Why this

Effective leadership of teams is not something organizations want to leave to chance.
Setting clear expectations, communicating, and training people leaders on best

b matters? practices and techniques for setting team direction, motivating, and developing their

team members leads to team and organizational success.

Example Content:

ngh « High excitement
« High energy
* Low action
« Poor accountability
.
Leading vs. a
. 7}
Managin i
ging 8 g
< + Low vision
w + Low innov:
* Low accou
+ Poor execu
Low

Low

Hands On

&) Progress
& Retain o

« Shared sense of purpose an

* Shared values, ethics,

Communicating & Cascading Goals

Inspirational, shared vision

commitment

integrity, respect . y . .
el e po VN Provides clear direction
8 ) « Clarifies what the organization is
w, Recruit & Hire focused on
N _I = * Helps the team understand how
"o ]?lm—board we impact the business

b4

o_0 * Helps individuals see how their
.&. work contributes to company
Reward& & : goals
Recognize Employee °

Lifecycle H £ Set Goals

Manage o 0 a& Develop

Performance

handscom.com

ﬁ info@handscom.com
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Servant Leadership

‘ Overview

Learn a different, albeit tried and true, way of approaching leadership from the vantage point
of others-being in servitude. Learn this shift in mindset and approach from traditional,
hierarchical type orientation to an approach that is more humble, caring, and proven to be
more successful.

3 ? Y - -
< A\ Learn about: Key topics covered: @
* What is Servant Leadership and why it matters *  Overview of Servant Leadership
\ * How servant leaders approach their leadership * Key Principles and Practices of Servant Leaders
responsibilities + Key Competencies to Develop
* The competencies that servant leaders focus on *  Applying Servant Leadership at Work

and continuously develop
* How you can apply Servant Leadership
inleading your team and others

Effective leadership is critical to any organization, both in setting the right direction as well as

engaging employees and teams. It is now well-known that command-and-control type leadership
Why this is highly ine.ffe.ctive, and often very demotivating to employees an.d teams. Bging in servﬁtude to
your organization and your people has been shown time and again to be a highly effective
approach to leading others and the organization. Some of the best brands are consistent
adopters of Servant Leadership.

N matters?

Example Content:

1. Being an example - humility,

authenticity, and trust Clrminrauadalal;

2. Showing why the work is essential -
awarenes$ clile purposg 1. Being an example - humility,
3. Encouraging collaboration -

community-building and authenticity, and trust

commitment 2. Showing why the work is essential -
4. Supporting the team’s growth and awareness and purpose
development - foresight and 3. Encouraging collaboration - Real Examples
resourcefulness community-building and commitment Of Servant
5. Caring for members of the team - 4. Supporting the team’s growth and .
empathy and compassion development - foresight and LeaderShlp
6. Asking for feedback - listening skills reseuresless
5. Caring for members of the team -
Hands On empathy and compassion
6. Asking for feedback - listening skills
handscom.com
e \ .
N\ Telephone: +1415 590 4983 Meet with us
() info@handscom.com ‘
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Setting up Your Team for Success

0 Overview

For most industries and organizations, much of the work that is done is through teams,

whether you're a formal or matrix team leader. Learn key tips and techniques to ensure
your team is set-up for maximum success.

A\ Learn about: Key topics covered: @'

* Requirements for setting-up your team for *  Successful Team Requirements
maximum success * Team On-boarding
»  Specific practices for team recruitment, on- * Team Goal-setting
boarding, and team forming » Partner/ Stakeholder Alignment
» Setting effective individual and team member *  Team Alignment

goals and aligning with partners and stakeholders
» Tips and techniques to form and elevate your team

. Teams are challenged with often critically important goals and objectives. Understanding how to
Why this o e
‘ o set-up your team for success to ensure goals and objectives are met, within-budget, and on-
b matters? time, while ensuring their engagement and satisfaction is of critical importance to your success

as a team leader and the overall success of your team and the organization.

Example Content:

Clear Roles & Responsibilities Align your vision to the organization

Ensure your team understands the organization’s
vision and their roles within this

.

What are the core responsibilities of your team?

How does your team'’s overall role support the mission

2 . .
and strategy of your company Co-create your team'’s vision with your team

What work has to be performed across your team to
deliver your core responsibilities?
op goals and work plans that enable the vision

How is the overall team’s work segmented? (if it's too
much for one person to do)
equently about the organization’s and team’s

What are the specific tasks that are needed in each role?

What are the specific skills required to perform each
role? .

success stories as soon as these occur
o Does everyone on your team have a documented job

description?
s Have you met with each team member to review their JD rd your team for executing to the vision

and obtain their alignment and commitment? How When Where

* How you interact and * When work is to be « Where the work should
collaborate with others completed be completed

* How you approach the * When you should ask * Where the work should
time and quality of your for resources or help be implemented
work

+ How you engage others
when others are
involved

handscom.com
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Team Optimization

Whether you lead or work in teams, learn the traits and practices of high-performing

teams, and what role you can play to optimize your team'’s effectiveness. (You do not
need to be a team or people leader to attend this program, since we can all benefit from
learning ways to optimize our team’s performance.)

'Aqi. Learn about: Key topics covered: ':@:'

What makes a high-performing team «  Characteristics of high-performing teams
How you can set-up your team for success » Different team types

How to enhance team engagement, + Diagnosing team health

performance and satisfaction through *  Setting teams up for success

coaching and creating a safe environment to +  Coaching teams

innovate * Creating psychological safety

So much of our work is accomplished through teams. Taking the time and effort to learn ways
‘ . Why this to optimize team structure, set-up, communications, meetings, work assignments,

matters?

collaboration, and more will pay dividends in the up-leveling of team alignment,
engagement, satisfaction, and results.

Example Content:

Benefits & Challenges

What Makes a High-Performing Team

Team
Location

Benefits Challenges

8 ) Sense of purpose Effective working
procedures

Characteristics
of A High-

Performance (@) Trustand mut
Team

) Open commui

Team Health Check

oal alignment

ommunication
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The Neuroscience of Leadership

]

b matters?

o Overview

Learn the latest research in neuroscience and its link to effective leadership. Learn
practical things you can do to significantly increase your leadership effectiveness.

o.@
A\a Learn about:

What is neuroscience

How neuroscience can be leveraged to
increase your leadership effectiveness

Key steps you can take now to increase your
leadership effectiveness

How to continue to learn, evolve, and build
your leadership agility

Key topics covered: -(®)-

]
N o’

N
-
-

Neuroscience overview

Neuroscience and the brain - a deeper look
Linking leadership and neuroscience
Increasing leadership effectiveness
Increasing leadership agility

The quality and effectiveness of leadership drives everything that's done in an organization
- from strategy, to team alignment and mobilization, to execution. Increasing leadership
effectiveness should be a primary goal of any organization.

The Neural
Ecosystem

A Holistic View

Hands On |

Example Content:

Chemistry

Ve

About Neuroscience ...

Neuroscience is changing our understanding of how the human
brain works and how and why people behave the way they do.

If understood, many of these insights could lead to profound
changes in the way businesses interact with their employees and
customers.

science and the practical needs of business.
accessible, but in-depth, way that is firmly underpinned by an

explanation of the science behind proposed leadership actions

e Brain Gain Advantage

Leadership Can
Be Learned

The prefrontal cortex can be
developed, and its capacities

Through this program, we seek to bridge the gap between rigorous

We will work through the practical applications of the science in an

Prefrontal Cortex

orsolateral
efrontal Cortex

Drbitofrontal
efrontal Cortex

lentromedial
efrontal Cortex

handscom.com
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Transitioning into Management

‘ Overview

Learn what's required in the shift from individual contributor to leading others, including best
practices, dos, and don'ts, and more. Set yourself and your new team up for success by
investing the time to learn new tools and approaches to optimize your team leadership.

' p\ 0%
A Learn about: Key topics covered: -<=*

N\ + What's different [in the shift from IC to manager] »  Shifting from IC to Manager
» Core expectations of people managers * Expectations & Role of People Managers
» Foundational / employee lifecycle activities » Foundational People Management
* How to develop your leadership skills *  Employment Law
* Hiring

*  On-boarding
» Setting Development Goals & Plans
* Managing Performance

Shifting from individual contributor and peer to team leader is a significant transition and one
Why this where most new managers struggle without the full set of skills and foundational knowledge to
matters? be successful. When team leaders are not successful, their teams are likely to be unsuccessful as
‘ well. Preparing new leaders for their roles is an investment well worth making.

Example Content:

o » g
STAR Techr"que 1. Remain open to learning
2. Connect with your team
STAR 3. Meet with other mahagers
Situation. : '
State the situation. Use STARto discover talent, potential v B 1"t yourteamy fe.edbe?ck
and determine whether the candidate 5. Enhance your leadership skills
Result. Situation will thrive here M Ee \visible
i How have 4 P
}:itowﬁdld thz? \ Y what CH kst ) o lear goals
situation end? responsibility I H , :
S \ What's different - iate your department’s operations
V Situation & | Ereere !
p— / Shlﬂlng from IC to lve'employees in changes
Tas

Manager
[

dule team-building

Y Action blishicommunication best practices

Action.

What did you do?

¥ Result

+ You can no longer be “friends” with your direct reports

* Your team will look to you to model behavior and
accountability

* Your team will expect you to do the “work” at a
superior level

+ Your team will expect you to routinely praise or correct
their work

* Your team will expect you to set their direction and
support their development

+ Your team will expect you to develop their capabilities.

+ You are now accountable for setting the right
direction, holding your team accountable, consistently
complying with all laws and company policies

Hands On

1owledge your mistakes
N the difference between an email and a meeting
your team

handscom.com
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Personal & Professional
Development

Putting focus on your own personal and professional development can
significantly enhance your professional capabilities, resilience, and overall
fulfillment and satisfaction at work and beyond.
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Career Development

0 Overview

Learn tips and techniques to identify your career interests, strengths, and developmental
areas, while creating more robust career and development plans for your career
advancement.

* A
A% Learn about: Key topics covered: '@

» |dentify your strengths, developmental areas, and Understanding and defining career interests

career interests * Personal SWOT analysis
* Find development and career opportunities that best fit * Finding and aligning support

you and your needs + Creating robust development and career
+  Obtain and align the resources you need plans

+ Create plans to work toward your goals

We each own our careers and career growth. Others can help us on this journey, but no one other
than you can own your development and career growth. Understanding your career interests, your

strengths, and developmental areas is a critical starting point. From there, building an actionable
‘ ELCLEF@ and achievable plan, with support from others, is what enables you to work toward your career goals
and aspirations. Without a plan, it's unlikely that you'll reach your goals.

|

Example Content:

RIASEC Theory Explained 70-20-10 Model

et cypes gorersiy et A )

R i i Examples ON-THE-JOB
ar . ; > LEARNING
S

__ Research&

MENTORING
AND COACHING

“u

&

» Understanding
the Pieces of the
S Puzzle ...

handscom.com
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Growth Mindset

o Overview

Growth Mindset is a way of thinking and being in the world. It's a way that we approach

both opportunities and challenges and how we continuously grow our capabilities and
network and seize the opportunities that present themselves to us. Learn how to “re-
frame” how you approach issues, challenges, setbacks, failures, and stress.

" LY
A\ Learn about: Key topics covered: @
*  Whatis a Growth vs. Fixed mindset *  What is Growth Mindset
* How to combat your Fixed Mindset *  Why a Growth Mindset Matters
*  How to build your Growth Mindset + Combating Fixed Mindset
*  How you can help others build their Growth Mindset »  Building Your Growth Mindset

People with a Growth Mindset view their failures and setbacks as an opportunity to grow and as a
13 sign that they should continue to develop their skills. By changing the way you think, you can
.Whyh' ign that they should i develop their skills. By changing th y you think, y
“ matters? change the way you learn. Knowing that your capabilities can always be developed allows you to
. explore, experience, and achieve more in life.

Example Content:

Growth vs. Fixed Mindset

Fixed vs. Growth Mindset

“Failure is an “Failure is the
opportunity to grow” limit of my abil#ia-
GROWTH FIXE Reframing ...
M'NDSET MINDS Having a growth mindset (the belief that you are in control of your

own ability, and can learn and improve) is the key to success.
“I can learn to do anything | want” “I'm either good at it
“Challenges help me to grow” " ,(T:'b A
on't like
s e e N . — ad to different behavior,
“Feedbackis constructive” 2 example, students with a

o increase their grades

T . A\ / N
“Foodnck ( VNS :e. I> l\’ I> ( @ ) that their intelligence was
I stick to ‘ / A9, 4 | 4l g grades got worse.
. /S

Praise the Mindset in Dealing with Appreciati.n‘g
Process Setbacks Neuroplasticity

“lam inspired by the success of thers™

“I like to try
new things”

Hands On |

Practice
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Increasing Resiliency

‘ 0 Overview

Resiliency continues to be rated among the most important skills we can have in both
professional and personal realms. Learn how to strengthen your resiliency and enjoy
the benefits of increased resiliency in both work and beyond. As science has shown,

resiliency is not something we're born with; it is a learnable and incredibly valuable skill.

'. N y ’
&- Learn about: Key topics covered: @'

* Importance of resiliency
* How to increase your resiliency
*  How to bolster your resiliency through

*  Why strengthening resiliency is important
* How to strengthen your resiliency
* The role a positive mindset plays

, indset
- H help oth hen th iy . oy
rezmg\fccan elp others strengthen their * The benefits and ways to build resiliency
y in others
. Resiliency better equips us to respond to the pressure and demands of daily life.
‘. Why this Strengthening resiliency helps develop grit, mental toughness, flexibility, develop high

‘ matters? quality connections, manage stress effectively, and avoid burnout. Increased resilience
leads to more successful business and personal outcomes.

Example Content:

Understanding How We -
React to Change Resiliency

Integration, self- Our ability to move on is largely
Stages of Change confidence tied to how Resilient we are.

vl
-

To increase our
Resiliency, it's important

h What Research Shows About Resilience
o understand how we Fremeiiien,

respond to change. Our iy Resilience is
response to change will

vary given the change
itself and our personal
views on how the change
may impact us or others.

7 Stages of

An active process,
not passive
endurance

Hands On

A skill, nota
personality trait

Learnable at any
stage of life

Strongly linked
to daily habits

handscom.com 1
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Managing Stress and Burnout
& Using Learned Optimism

o Overview

Stress is something we all encounter and have to pay attention to. This program

discusses ways to catch stressors before they become too great and ways to better
cope with and manage stress productively.

o.(!) ] AN
- A\ Learn about: Key topics covered: ‘,@'

*  Why proactive and purposeful management of stress » Understanding stress and burnout
is important * How stress affects our brains
* The difference between stress and burnout +  Obvious and unobvious signs of stress and
+ Signs and symptoms of stress and burnout burnout
» Better ways to cope with stress * Using learned optimism

«  3Rs for better stress management

. Certain levels of stress are to be expected in our lives both inside and outside of work. Keeping an
@ Why this ) . : . -

eye on our stress levels and managing these in healthy and productive ways increases our resiliency,
» matters? performance, and satisfaction. Understanding how to stop stress from becoming a state of burnout
is equally critical. Learning how to adopt learned optimism as a mindset is highly beneficial.

Example Content:

Benefits Of M Lower Stress

o e

optl mism Studies have shown that optimistic people tend to
have lower stress levels and generally deal with stress
more productively.

« Characterized by over engagement . _Characterized by disengagemen M Better Health M Higher Motivation

+ Emotions are over-reactive Becoming more optimistic can also help you maintain

motivation when pursuing goals. Optimists are more
* Produces urgency and hyperactivity Th e 3 RS likely to focus on positive changes they can make that
will help them reach their goals.
+ Loss of energy

+ Leads to anxiety disorders [ Better Mental Health

+ Primary damage is physical A\ Optimists report higher levels of wellbeing than
pessimists. Research also suggests that teaching

learned optimism techniques can significantly reduce
depression.

Resilience

Recognize Reverse

Hands On

Undo the damage by
seeking support from
others (friend therapy) and
managing stress
(exercising, eating right,
sleeping and meditating)

Watch for warning signs
of stress or burnout

Build your resilience
through being more
mindful and practicing
learned
optimism
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Personal Branding

o Overview

This program will help you understand how to build and strengthen your professional

brand - how you want others to regard you. Personal branding, when done well, is key
to influencing others and strengthening your career opportunities.

]
! S 4 = -
Learn about: Key topics covered: @
=
* How to define your personal brand ’ Defining pecerElnslie
. * Creating your personal brand
* How to create a marketing plan for the brand

of you » Developing and refining your brand

* How to refine your brand over time

Why this Your brand is what you want people to remember about you and how they think about you
‘ o for opportunities at work. Cultivating your brand is an investment you're making in your

b matters?

future career opportunities and personal leadership.

Example Content:

L inci Val
Personal branding is not about Mypincipleslare o

having a perfect picture on social P : [\
ersonal Brand Pyramid -
media or followers and likes from Drivers

What Personal

Branding is Start with Your Own Reputation

NOT Experiences
Is this like everyone else or is it different? My personality is Behavior
Highlight what makes you unique, rather than
how similar you are to everyone else. Get rid of =
anything that should be a given in your field. Skills
Are you trying to be too much to too many? .
Is this something that is important and other /

L people will seek when looking to work with

Hands On | someone in your field?

Will anyone care?

There are a lot of buzz words and phrases out
there. Avoid using jargon and cliches, focusing
on language that is descriptive and articulate.

Hands On |

handscom.com - '
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Technical Skills

If you are working in Life Sciences, there are many technical areas of the
business where you can develop your awareness, knowledge, and
capabilities. Developing technical skills can significantly enhance your
contributions, performance, and overall satisfaction.
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Clinical Operations

0 Overview

Learn the fundamentals of Clinical Operations and their role and responsibilities in
managing clinical trials and clinical studies. This is useful if you are in Clinical Operations

and want more guidance on the full cycle of this group and its work. This is also useful
if you work with Clinical Operations and/or just want to learn more about this group’s
role in steering clinical trials and clinical studies to successful conclusion.

A . L
iqi' Learn about: Key topics covered: -(v)-
The purpose and responsibility of Clinical Operations *  Overview of clinical trials and operations
* Clinical trial phases and Clinical Operations * Clinical Operations roles and responsibilities
responsibilities during trials * Clinical Operations trial phases
* Essential tools used + Clinical Operations tools

*  Common problems Clinical Operations experiences

Clinical Operations plays a pivotal role in a Life Sciences organization’s ability to move
® Why this its product pipeline from early development to late development and ultimately to

> matters?

commercialization. It is, therefore, great context for other functions to understand how
Clinical Operations works and its key tools and processes.

Example Content:

3
Roles and Responsibiities ‘

Clinical Operation
Connections

Key Roles in @ Role 1: Clinical Project Managers (CPMs)
Clinical + Lead the entire clinical study timeline and budget.
Operations

Why it matters: Poor project management can delay trials or create

compliance risks.
@ Overview

@ Role 2: Clinical Research Associates (CRAs)

+ Coordinate with external partners like CROs.
+ Ensure timelines, milestones, and deliverables stay on track.

Clinical Operations involves
multiple professionals working
together to ensure safe, ethical, Visit trial si A ;
A [Bs | evice trials. * Visit trial sites to ensure protocol adherence.

+ Monitor data accuracy and safety issues.

Each role supports different + Communicate findings and ensure trial integrity.
aspects of the study, from h

planning to data analysis Why it matters: They protect data quality and participant safety on the

ground

Hands On'|

handscom.com Meet with us
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Drug Discovery & Development 101

1 o Overview
1
I

This program will help you understand the broader context of Life Sciences drug
discovery and development, which is important context for all colleagues who work in
Life Sciences, as it will help you understand some of the primary functions of your
business.

< Learn about: Key topics covered: -(®)-

* The overall drug discovery and development » Target Goal: Label
process and key milestones + R&D phases and regulatory milestones
+ Key steps to reach the end goal: commercialization + R&D team roles, responsibilities, and
* R&D team roles and responsibilities optimization
*  What being a patient-centric organization requires » Patient centricity
» Current trends and evolutions in the industry * Drug development trends and evolutions

Life Sciences is a highly technical business. It's not always easy for colleagues outside of

Why this R&D to understand what we do, why we do it, how it matters, and how all the different roles

‘ ® P fit together. And yet, colleagues outside of R&D play a key role in your overall success. In
b matters? addition, R&D colleagues may not understand the full breadth of what's involved.

Example Content:

Cross-Functional Drug Development Begin with the End in Mind

2 R&D Research Early Development Late Development Commercialization
= Within the right drug Highes
ghest value impact
i Quality M:
Quality SRIE develobment framework one

Producti o 0 suppor
fif] Production Drug Development Milestones rategy
22& Clinical Trial mm General

E Packaging Pack & Label Desig Label Needs TPP and label as
>

and Wants
[5Y W nitial Regulatory Submission Prep :é éq Jiii-l % |

Drug Development and

\é’: Marketing Early Drug = Preclinical Clinical = Post-Market Regulatory Strategy

Discovery Studies B pevelopment [ FDA Review

Monitoring
.XI HR, Finance, IT
and more rget Identification & ~ + X . - + NDA/ANDA/BLA
Application
« FDA Approval

Hands On + Drug Registration
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Drug Discovery & Development 201

0 Overview

Learn advanced concepts and principles in drug discovery and development, including

key stakeholders across the biopharma ecosystem, latest trends, and evolutions in
biopharma, and more.

\N_ELQ , 'A(%. Learn about: Key topics covered: @'

' » The different players and stakeholders in life » Life Sciences industry overview
sciences * Activities per phase
» The different activities per phase in R&D «  Team roles and responsibilities
* The different internal team roles and «  Latest trends in biopharma
responsibilities
* The latest trends in the biopharma industry
. Advancing knowledge of the biopharma industry is critical to advancing the capabilities
‘ . Why this of internal teams involved in both R&D and other functions, whether the organization is

‘ matters? commercial or yet to have a marketed product. Understanding the full range of activities
and different players at different stages will accelerate and improve your team’s results.

Example Content:

« FDAis the Food and Drug Administration, which is a U.S. fsd=

(the company) uses to file for regulatory approval of the therapy. ‘ et bring

0 Regulatory Agencies
Q Clinical Trial Sites & Investigators
Q HCPs Key
.
Life Sciences B) (Hessiels Stakeholders
o s the European Medicine:
Industry ~ s
K y o Key Stakeholders b1 (CU) The E e
e P A ¥
St yl( h Id S E ﬁ Are where d dical devi d other therapies ested on human is the Internatio
akeno er beings. The ived fro | trials is what the Clinical Trial Sponsor e entsiforiEharmac
m]
m]

Clinical Trial Sites | _

Clinical Trial Investigators monitor clinical trials to ensure these meet the
requirements of Good Clinical Practice (GCP) and other regulatory
e uch as Good Pharmacovigilance Practices (GVP). Their primary

Clinical Trial
Investigators
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Drug Safety

0 Overview

Everyone plays a role in drug safety from Phase | clinical trials onwards. Learn how Drug
Safety works and more about Pharmacovigilance.

L N A
A\ Learn about: Key topics covered: ®'
The different roles and responsibilities ~ who's + Key and supportive roles
involved and why » Drug safety vs. pharmacovigilance
* Positioning and use of pharmacovigilance *  Benefit-risk management
* Managing benefit-risk » Population considerations
» Population type impact on drug safety * Drug safety reporting
* How drug safety is monitored and reported * Managing Adverse Events
* How adverse events are monitored and reported *  Other key reporting

Whv this Regulatory agencies consider drug safety the responsibility of every employee and
‘ o y contractor involved in the work of a Life Sciences organization. Understanding how drug
b matters? safety and pharmacovigilance are monitored, managed, and reported is a critical

capability for any team member.

Example Content:

Key Roles in Drug Safety Population Considerations in
Drug Safety: The Ambien Story

After the launch of Ambien, a sleep aid, drug safety

researchers discovered that the dose being given to

women, which was determined as a result of clinical trials
! b . : "-at was needed

Safety Physicians:
Use their medical expertise to
lead the review and evaluation
of clinical studies on new
products or indications. They
are specifically looking for how
the product does once the
patient takes it; closely
monitoring for adverse
reactions.

Safety Scientists:
Serve as proactive stewards
reviewing data to anti~i~ -+
and minimize advers

with new products o

peer e What is Benefit-Risk ﬁg  for clinical

Clinical Development:
Clinical Development,
- P

roles — in a proactive

feemcnwe  of Drug Safety?

ences.

sideration such as gender,

Appropriately set expectations Let's use the example of riding a drugs are safe for patients.

for a product and its intended bike!

use when the expected

benefits (with their * What are your expectations before

uncertainties) of the product getting on a bike and riding it on =
outweigh the potential risks; the road?

and that these are known and * What are known potential risks?

managed (with their
uncertainties and risk
management).

* Any anticipation for unknown risks?
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GxP

0 Overview

The Life Sciences and adjacent industries are governed by good, consistent practices.
Learn what these are - the full range, organizational requirements, and some of the key
regulatory reporting requirements.

'. N ’
& Learn about: Key topics covered: -®-

*  Whatis GxP and its various sublines * Defining GxP

*  Why GxP matters and how organizations use *  Defining sublines of GxP
these practices for better quality and + Different GxP requirements
compliance »  GxP best practices

+ Different GxP requirements, including reporting
*  GxP best practices and how these can benefit
your organization

Good Practices (GxP) govern a wide range of activities performed in Life Sciences and
adjacent industries. The range of governance is very broad and involves many different

e @® Why this
matters? functions and team members. Understanding the range of requirements across functions
will help to ensure each function takes accountability for their part.

Example Content:

GxP at a Glance ... What is GxP?

GxP refers to the “good practice” guidelines and
regulations created to ensure that food, medical

GxP Requires Processes,

devices, drugs, and other life sciences products are
| -~ - -
) “ |
B% E —lines -
. Tools & Systems

Distribution
Good \Taboratory [ETTa— N \
Practice (GLP) - Ilb é Why this matters?
1 u

hat

+ Create high-performing products of

- e = equired to
Manage risk g%ﬁ‘;m:’d'tvegu‘a”y covnvs\s?ent‘quallty inthe mgst efficient way pls o)
Assess severity, e Y * Minimize risk of product failure g h
document, and Standard Operating * Provide evidence that products conform ity in their
4 mitigate risk of Procedures) with regulatory requirements
Good Documentatio product failure « Ensure knowledge is maintained in the

organization

* Establish mechanisms for communication
across all levels in your organization
+ Achieve accountability across the

—r— organization for regulatory activity and
Record Control compliance
Evidence that these Processes to achieve
tasks have been required standards
performed in end products

- o
wﬂn.‘
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Healthcare Compliance

0 Overview

Learn the fundamentals of healthcare compliance pertinent to the biopharma
industry and what organizations must do to remain compliant.

Y a9 . @
y Ay Learn about: Key topics covered: "AA

L

The importance of Healthcare Compliance » Defining Healthcare Compliance
*  Major governing bodies and their role in * Roles and Oversight

Healthcare Compliance regulation « Key Regulations that govern Healthcare
*  Major laws with the greatest connection to the Compliance

pharmaceutical / biotech industry «  Organizational Considerations and Designs for
* Healthcare Compliance approaches, roles, and Healthcare Compliance

responsibilities within organizations +  Achieving Healthcare Compliance

All employees and contractors play a role in helping to ensure an organization's
‘ @ Why this compliance with healthcare and related regulations. Most programs on this topic are
matters? geared toward healthcare compliance experts, leaving a large gap for non-specialist

team members. This program addresses that need for your organization.

Example Content:

Healthcare Compliance Consequences of

.
Impact Non-Compliance
Although Compliance plays a role in‘every phase and function in
life-sciences, Healthcare Compliance tends to focus on activities « Goals not met + Monetary penalties
in the marketplace. Rttt . )
+ Internal disciplinary actions + Corporate Integrity
+Coachina/trainina Agreements
dverse or unrealized patient

Some Key Concepts In Compliance S

:putation impact

iss of trust among regulators

o q Refers to the content, and its context, of messages, materials, etc. and a requirement that \d partners
S """;’;":": C&':'f'e"‘y they abide by the "label” as approved by the FDA. Note that mislabeling a competitor .
ith the Label product can also imply mislabeling of yours. 'ss of contracts - and up to

Approval >vernment de-listing
Generally refers to decision-making, actions and activities that are free of commercial, i.e.

Independence industry, control or influence. For example, accredited medical education, hospital

formulary decisions, publications review, clinical decisions, etc.

What are some other functions are active in [if

Essentially any one willful unlawful payment can implicate the AKS and render the whole
One-Purpose Rule arrangement or activity inappropriate; e.g., that one bad payment, email or comment can
convert an otherwise legal transaction into an illegal one.

Certain roles in life-sciences companies enjoy certain freedom of movement because they
LU Y BT RSITETCUTL W are nonpromotional, e.g. MSLs. However, their freedom can be impaired with insufficient
clarity and improper separation.

The "safe harbor" regulations describe various payment and business practices that,
Safe harbor although they potentially implicate the Federal AKS, are not treated as offenses. The OIG
is often asked for an opinion before moving forward.
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Healthcare Economics

g i 0 Overview
: |

Learn the fundamentals of health economics and the role this field / function play

in the biopharma industry.

§6.72_) ; "@ .
- | A\' Learn about:

+ Key terms and concepts used in healthcare
economics

* The role healthcare economics plays in society
and our organizations

* Considerations needed to manage the disease
burden and patient outcomes

* Influencers on healthcare economics

Key topics covered: @‘

Foundations of healthcare economics
Components of healthcare economics
Pharmaceutical considerations and
influence on healthcare economics
Launch products as considerations for
healthcare economics

Understanding how the organization generates revenue and profit is helpful for all team

‘ ® Wh this members, as this gives greater context to the nature of the business. It also helps all team
y members understand how pricing works in Life Sciences and the requirements of the
matters? organization to demonstrate value of its products.

Example Content:

Harvard Business Review’s (HBR)
U.S. Healthcare Economics Fast Facts Healthcare Economic Components

Reacting to the rise in healthcare spending
a involves determining the how and why as
- What % percent of Americans accounted - = - N well as geographical and technological

for half of all U.S. health-care spending

in2017. Importance of

. US. healthcare administrative costs are Healthcare Economics
the (lowest, most competitive or highest)
of all advanced economies. By studying health, health delivery and costs, researchers
aim to determine and promote what makes and keeps
The United States pays (less, similarly or society healthy

most) for healthcare services than other
Involves the use of economic and policy elements such as:
+ Production
« Efficiency
« Disparities
« Competition
+ Regulation

advanced economies.

Improved information and education may influence
efficiencies, cost containment and opportunities of
improved equality for healthcare.

Spending Growth

influences.

The Role of the Patient
The patient is the consumer of healthcare,

and depending on their choices and
willingness to pay, drives the demand, use
or non-use of medications, procedures or
treatments.
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Intro to CMC

|
._- 0 Overview
| |

R 4

Learn about the function and field of Chemistry, Manufacturing and Controls (CMC),
and the role this function and team plays throughout the medicinal product lifecycle.

Key topics covered:

CMC Overview * Understand general CMC principles and practices
Relevant CMC Regulations * Understand relevant regulations
CMC Across the Product Lifecycle * Learn CMC activities across the product lifecycle

* Deep Dive on CTD * Understand the detailed nature of CTD

+ Facilities, GMP & Compliance * Understand the integration of CMC with GMP and

+  CMC Roles & Responsibilities Compliance

+ CMC Emerging Trends * Learn about different CMC roles and responsibilities

and interface with other functions
* Learn about CMC emerging trends

Timely, efficient, safe, reliable, consistent and high quality manufacturing of medicinal products

‘: Why this is at the heart of medicinal product development, and therefore key to medicinal product
matters? development and sustainability. Understanding the critical role that CMC plays throughout the
product lifecycle is foundational for any function in the life sciences industry.

Example Content:

History & Evolution

Develop early analytical methods for
identity and purity

of CMC ~
. Define basic specifications for raw
Establishing the foundation for drug - - l materials and process inputs
safety

Adding effectiveness and Design initial manufacturing process and

manufaceuning SN CTD Format ata Glance prepare laboratory-scale batches

Global harmonization and lifecycle Begin stability studies to assess product
approach shelf life

: : i Module 1: Regional administrative
Adapt"ns to innovation and p o Regulatory Link: Included in IND
complexity e lovel . Resons (Investigational New Drug Application)
mojule 23 1‘9“' evel summary o submissions to support first-in-human trials
odules 3-

Module 3: Quality (CMC core
content)

Module 4: Non-Clinical study
reports

Module 5: Clinical study reports

Hands On |
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Market Access

0 Overview

This program will help you understand the critical role that market access plays in the

biopharma industry and how efforts to build market access typically start years before

I ‘. commercialization. This program will significantly advance your knowledge of the
‘ ‘ business of biopharma.

'AQ(. Learn about: Key topics covered: @

*  The purpose and mission of market access * Evolution and fundamentals of market access
. . ol ey .

* Organizational roles and responsibilities for market access Patlent. cor\5|derat|or\s :

* Organizational considerations

* Payer needs and segmentation : : :
y i 1 5€9 *  Oher ecosystem players and their considerations
* The design and importance of values-based healthcare - Digital considerations

* The purpose and importance of integrated evidence plans + Integrated Evidence Plans (IEPs)

Beyond meeting patient needs, the goal of any biopharma organization is ultimately to bring
® Why this their product to market. Bringing a product to market and sustaining it requires a strategic

|

b matters?

approach to market access that begins years before commercialization. Understanding how to
build toward this approach early on is often the deciding factor between successful product
launch and sustained product lifecycle management.

Example Content:

The Evolution of Market Access Payers outside the United States

2022 and - In most industrialized countries, the government is the payer and healthcare is universal
B d Many other countries not only have improved access, but also quality and efficiency
eyon related to improved cost and delivery measures.

2019

+ Began to address payer |* Patents for largescale Research and
needs requirements successful drugs expire and Development continues
. ) pharma explores new to transform to
CoalSecurs therapy areas reamline develonmen
. reimbursements and
Pharmaceutical pricing. Use i y + Pharma restruct . .
Companies patients with ability focus on new the P h U d S
piors it wollyto | foouson e ayers in the United States
quantity begin . i
- Why it works: Drugs ) An essential element to market access success is determining who will be
used in large patient . g;T;-" f:::“l:':' paying for the product. In the U.S., payment is either through private insurers or
populations and HCPs . the U.S. government
« Outcome: High p

are drivers of medication eﬁectiveneSS
decision thereey

nce of budget

e right standard

Payers Goal: Cost savings Goal: Confirming Private Health m Government Health fficacy in patient
tainability of
(Government  and health system soputations andll Insurance Insurance
& Insurance) prices
+ Not funded by the government * Plans funded by the government
+ Workplace plans paid by employers * Medicare plans for adults 65+ and
younger people with certain disabilities

« Individual plans purchased in the nd dlsenses

marketplace by individuals

+ Medicaid plans for low-income
individuals

Consider this: The two largest buyers of pharmaceuticals, medical equipment, and healthcare
services in the U.S. government marketplace are the Veteran's Association (VA) and the
Department of Defense (DOD).
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Patient Centricity

0 Overview

|

Return to Table of Contents

Learn the latest trends and evolutions in patient centricity and how organizations are adopting

and adapting certain practices to enhance their patient focus and patient-centric strategies

o
A\‘ Learn about:

+ Patient centricity and what's required

+ Patient expectations and industry’s role

» Steps your organization can take to strengthen
patient centricity

» Future evolutions that influence an
organization’s patient focus

‘. Why this
b matters?

Key topics covered: ‘=

*  What s patient centricity

* How patient centricity has evolved
» Patient expectations

* Industry's role

* How to activate patient centricity

*  Future evolutions

Most life sciences organizations exist to serve patients. Understanding how to best meet patient
needs and align business strategy, infrastructure, processes, and your organization’s overall

approach can significantly advance the overall effectiveness and success of your organization.

Example Content:

What is Patient Centricity

Patient centricity is “Putting the patient first in
an open and sustained engagement of the
patient to respectfully and compassionately
achieve the best experience and outcome for

that person and their family”.

Uniquely - this definition comes not solely
from industry but is driven by the end-user -
the patient. (From Patient Centricity &

Examples of Patient
Centricity

« Understanding the clinical context for medicines
development and evaluation;

Current major shift in industry. Concept is

not new. What is new is engaging

patients and understanding what is
important to them including what )
outcomes are important.

Look at THEIR perspectives on benefits

Engagement Conference May 2019)
B e et e sl el 1 NG formulation and delivery
modes that minimize burden and support adherence;
« Development of endpoints that reflect benefits that matter
. most to patients and which adverse event endpoints are
™ most important for patients;
Hands On '}

! « Designing trials that support better enrollment and

retention and ensure a diversity of participants recruited to
be reflective of the target population;

« Informing regulatory decision making including patient
acceptability of benefits vs risks vs tolerability concerns; and

« Effective risk management.

Hands On'|

Patient Centricity
Evolutions
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Phase O Clinical Trials

| 0 Overview

This program will help you understand what options may exist for your organization to pursue

regulatory review / approval prior to Phase 1. In addition, the mere exposure to this content
helps any life sciences organization prepare for critical Phase 1 clinical trials well in advance of
their occurrence.

%
A Learn about: Key topics covered: ="

What are Phase 0 trials and how they differentiate *  Overview on Phase 0

from other phases * Phase 0 in Detail
*  The benefits and limitations of Phase 0 trials » Designing Phase 0 Trials
+ Key considerations when designing and * Conducting Phase 0 Trials

conducting Phase 0 trials

‘ o Why this Phase O clinical trials can save organizations considerable time and money in understanding the

matters? safety and early efficacy of a medicinal product. These early trials can also help organizations

understand the broader picture / landscape of what's to come in milestone Phase 1 trials.

Example Content:

Phases of Clinical Trials

Phase [Number of people taking part [Therapeutic Area Main aims of trial Is it randomized?

o o ° Small - often about Testing a low dose of treatment to
Why CI in |Ca| TrlaIS? 0 0t 20 people ey check it isn't harmful
Does the new tr work in people? If it does, find(ing t?e k;‘estttgos?dc'f e
. .. . TN - reatment, what e side effects are,
doctors will also look at how w_eyll it works. Is if e YT (o e e T
treatment now being used? If it's not better, i the body
and cause fewer side effects? Or does it work Pha o §i H 10-14 months is the average time of a
; imelin
people who aren't helped by current treatme se 0: timeline Phase 0 study

Checking the best dose of treatment,
finding out more about side effects,
and looking at how well the
treatment works

Sometimes
Is the new treatment safe? No treatment or
even one already in common use - is without
benefits of the new treatment outweigh the ri
Is this treatment better than the standard t
given for this disease? Clinical trials help sh« : . Finding out more about real-world or
drug or treatment, or a new treatment combir Good to know’s long-term benefits and side effects

better than what is now used.

Preparing labeled Logistics and CTA Analyzing data and
compound approval report Comparing the new treatment to the

. nd 0 ! - standard treatment or to a dummy Usually
treatment

Complet
Hands On ed Phase
0 study

Study design and CTA i resources can be saved
submission i by ivesting 10-14 months
in Phase 0

Source: Tracer
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Preparing for Commercialization

‘ 0 Overview

Learn what to prepare for and when, including what risks may commonly exist and how to

mitigate these, as your business, product, or service moves closer to the point of
commercialization, and therefore, revenue-generation.

L N -@-
A Learn about: Key topics covered: =

+ Effort and skill needed to commercialize a * Steps needed for Commercialization
product * Rolesinvolved in Commercialization

+ Determining strategy and tactics needed for * Risks and barriers to successful
successful launch Commercialization

 How to work with launch teams and where
responsibility lies

» Aligning patient and customer needs to
business success

One of the most important milestones for a life sciences organization is to reach the point of
Why this commercialization, where your product or service is ready for marketing and sales. This may be the
first time that your organization becomes revenue-generating. With such a critical milestone at hand,
it's important to understand what you prepare for and how to mitigate risks to ensure your
organization meets its financial, strategic, and operational goals and objectives.

N matters?

Example Content:

Value Proposition Testing
Approaches

Strategy 1: Making jﬂ\m

Data-Driven decisions

Data-driven decisions gathered from
patients, customers and customer-facing Addressing Barriers for Patients and Doctors
roles on greatest needs to Get the Drug

@. Why

* Positive phase 3 results . opr Sserve for resonation « Capture perceived benefit
e participants should « If the value proposition
* Health Outcomes Research 2 7 e has a cost effectiveness

, element and the
HEOR strategy participant shares that

they are most concerned

« Value proposition with this
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Preparing for IND

Overview

Learn what will be different and what is required of organizations as they shift from research
into clinical development-from a science /medicinal, regulatory, and business perspective.
This includes understanding all elements of the IND, surrounding elements that regulatory
agencies need to consider, and different functional roles and responsibilities.

| * @
A\‘ Learn about: Key topics covered: =*
> . A
” + Transitioning from pre-clinical to phased +  Overview of Investigational New Drug (IND)
> clinical trials process
* Role of the FDA in reviewing readiness for +  Components of an IND
first inhuman trials * Rolesinvolved in IND process
» Tools and processes used to prepare a *  Best practices for IND preparation
successful IND
« Common challenges in IND preparation
One of the most important milestones and pivotal points a biopharma organization
Why this reaches is first-in-human clinical trials. Preparing your organization to obtain status to
o y paringy 9
‘ matters? conduct IND and manage this pivotal transition from research into clinical development is

»

an investment well worth the time to ensure your teams have increased awareness of what
to expect and what to prepare for.

Example Content:

Pre-IND Meeting Request with FDA
What is an IND

. .

Application? Submit Pre- FDA Response FDAsends FDA Submit Pre- Meeting held.
IND meeting Meeting Granted preliminary determines meeting briefing Within 60 days
request (MR) Letter (includes comments. whetherto package to FDA. from FDA receipt of

- R g tn ammvansiata | | maatina farmat grantor deny (IR
The  official ~ federal  regulatory heeting If oD .
. sent icial
document of record - FDA requires the - Phased Clinical Trials :zl‘::tli;dreasan ":EY:(&'G“";:"JN"M" ey

30 days after
meeting

responses

IND to initiate clinical trials in the US
First step in evaluating a New Chemical 1 n n v
Entity (NCE) in humans for treatment of

a targeted disease or when a known Phase | Trials Fhase|ll[Trlals Phase Il Trials

T —

+ After lab testing and
largely to test efficacy
and safety.

Phase IV Trials

drug is under investigation for new OBSERVATIONAL

clinical indications

xxa

« After Phase l testing and to
test efficacy and safety and
compare to other treatments.

+ After regulatory approval
/ post-marketing to
continue to study longer-
term risks and benefits of

+ Involves a larger number of the treatment

participants 23

+ After Phase | testing and to
test efficacy and safety and
compare to other
treatments.

+ Involves a smaller
number of participants. « Involves a larger number of
participants.

+ Endpoints must be
overall safety and safest
dose of the drug.

+ Endpoints must be just as
beneficial or more beneficial
than an existing drug or
treatment.

+ Endpoints must be overall
safety and initial efficacy.
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Preparing for Phase 2

‘ Overview

Learn how to shift from Phase 1 to Phase 2 clinical trials-how to plan and prepare for this and
who to involve. Beyond the fundamentals, also learn common challenges and pitfalls that
organizations face in Phase 2, as well as best practices.

N ) ; 307
A Learn about: Key topics covered:
\ » Phase 1 vs Phase 2 / common areas and *  Overview of Clinical Trial process
differentiating points * Review of Phase 1 and 2 key elements
« What to consider to reach a successful conclusion of *+ Identification of Phase 1and 2 critical success
Phase 1 factors
* How to prepare for Phase 2-regulatory, clinical * Challenges to Phase 1
development, and business considerations * Phase 2 design considerations
» The different functions involved in Phase 2 * Phase 2 roles and responsibilities
« Common challenges / pitfalls in Phase 2 * Best practices / lessons learned for Phase 2
* Requirements for successful conclusion of Phase 2
When organizations are moving into Phase 2 clinical trials, the stakes increase exponentially, not
‘ o Why this only with larger patient groups, but also more complex clinical trial requirements. Helping your
| N matters? organization plan and prepare for Phase 2, or even optimize your in-flight Phase 2, is a great

investment toward securing your success.

Example Content:

e
/ q,' Being Patient Centric

LA

"

2
y St

Clinical Trials Summary

In terms of research and development, m{ Phase 1 Phase 2 NDA/ BLA
hard to incorporate strategies to achieve Review-1

year
The term ‘patient centricity’ has a differq .
Safety Safety and Safety and /
approval

years back. Today, patients are well aware]
prefer to receive clear and transparent he:

6 mos - 1 year 1-3years 2-5years success Patient-Centered

rate: 10%

Measurement

Phase 4

Healthcare service providers, pharma coi
are looking towards patient centricity as a
patient demands and the available healthc

Hands On

FDA REVIEW

P1to P2 P1to P2 Source: BiotechPrimer
success rate: success rate:
63% 31%

success rate:
58%
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Ramping-up to Phase 3

;"

gl (1
- T - Overview
‘ |

Learn about the key steps and requirements to successfully enter Phase Ill clinical trials
and conduct other, related business activities, such as cross-functional roles and
responsibilities, that support this transition. Learn how to improve chances of Phase lll
success by learning lessons from other case studies.

&.@
A\. Learn about:

The elements that contribute to Phase 2 success

Pulling through Phase 2 elements to lead to Phase

3 success

» Addressing challenges anticipated in Phase 3
through study design

* Leading and integrating teams and processes at
the needed junctures for Phase 3 success

» Other key considerations for Phase 3 success

Key topics covered: '@'

Review of Phase 2 and 3 key elements
|dentification of Phase 2 and 3 critical success
factors

Challenges to Phase 3

Phase 3 design considerations

Phase 3 roles and responsibilities

Other Phase 3 considerations

While getting to Phase Ill in life sciences product development is an achievement in and of itself,
. there’s no assurance of Phase Ill success. Additionally, Phase lll presents a number of challenges
‘ [ ) Why this Y complexities that are not encountered in earlier stages. Spending time understanding the
‘ i lad oy different requirements of Phase Ill and how to prepare for these while learning from the
successes and challenges of other organizations is a great investment in time and your

organization's potential Phase Il success.

Example Content:

ini Phase 2 to 3 Integrati
Phase 2 vs. Phase 3 Clinical Development & ase 2 to 3 Integration
Market Access

x Phase 2 Q Phase 3

Study Participants: Up to several hundred people with | Seudy Participants: 300 to 3,000+ volunteers who

the disease/condition. have the disease or condition
Length ?f Study: Several months to 2 years. Length of Study: 2 to 5 years.
Approximately 30% of drugs move to the next phase

In Phase 2 studies, researchers administer the drug to a

group of patients with the disease or condition for . . o o
Whichi theldrugis being|developediTypicallylinvolving Trends in Patient Ce ntricity
a few hundred patients, these studies gather initial

efficacy data, yet aren't large enough to show whether

the drug will be beneficial.

Instead, Phase 2 studies provide researchers with

-3
additional safety data. Researchers use these data to E} Intelligent patient identification

refine research questions, develop research methods,

and design Phase 3 research protocols.

E Supporting patient communities

@ Telemedicine

Hands On |

During these stages, if time is available,

extensive assessments can determine Q & —

market access feasibility as well as s s o,

develop success indicators and }
comnplich items

Considerations

Position in the market as firstentry 4} ,‘\
l",

or limited entrants

Seizing the opportunity to modify
clinical development plans
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Regulatory Affairs 101

0 Overview

Learn about the role of Regulatory Affairs throughout the life sciences product development
and post-marking processes. Learn the phases, requirements, and regulatory submissions in
which they play a role or lead.

%

A\‘ Learn about: Key topics covered: '@'

* Therole of the U.S. FDA in evaluating, approving, and +  FDA regulatory framework
regulating medicinal and other products + FDA regulations and authority
« The different types of regulatory filings and submissions *  Regulatory phases in drug development and
+  The different types of regulatory approvals and product lifecycle management
requirements for each * Regulatory approval pathways
»  The requirements for drug advertising, promotion, and *  Drug advertising, promotion and labeling

* Role of industry Regulatory Affairs functions

labeling
» The role of internal Regulatory Affairs functions and
their responsibilities

Regulatory Affairs plays a critical role in product development in life sciences. Without this
‘ o Why this function and their specialization, life sciences products would not make it to market and sustain
b 2 their licensure. Whatever your role, you touch product development in some way, shape, or form
matters? . N . . . " . Lo .
in your organization. It's important that all functions understand this critical linchpin in licensing
and sustaining licensure of your products.

Example Content:

What is an NDA? . 0‘
.

® A New Drug Application, or NDA, is the official process
through which manufacturers demonstrate that a drug is
safe and effective for its intended use in the |
studied and seek marketing approval from the
and Drug Administration (FDA) to market
molecule drug

NDA Submission Process Overview

ission of NDA  Review Process Approval or
Non-Approval

The process includes the following

® A standard NDA filing tells the full story of the o « Each member of the review team conducts a full review of his or
a massive submission to the FDA (and other FDA ReV|ew hher section of the app‘li:zti‘odn For e:‘amp\i, the melmml off
. . stician review clinical data, while a pharmacologist re:
containing all data and findings on a dru the stati
cffectiveness, manufacturing, and labeling Process data from animal studies. Within each technical discipline repre:
on the team, there is also a supervisory review.
® The Center for Drug Evaluation and Research  Once FDA receives an «+ FDAinspectors travel to clinical study sites to conduct a routine rory authortty.
division of the FDA, oversees NDA submission:  application, the review team inspection. The Agency looks for evidence of fabrication, manipulation,
that new drugs meet strict regulatory requirem decides if it is complete. If it is or withholding of data.
reaching patients. not complete, the review team + The project manager assembles all individual reviews and other
can refuse to file the application. documents, such as the inspection report, into an “action package.”
. If it is complete, the review team This document becomes the record for FDA review. The review team
has 6 to 10 months to make a issues a recommendation, and a senior FDA official makes a decision.
Hands On |
1

decision on whether to approve . e FDA determines that a drug ha: shown to be safe
the drug. a rits intended use, it is then nect to work with the
velop and refine prescribi

issues may need to be resolved before the drug can

Hands On
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U HANDS ON

J Learning & Organizational
Development

Please contact us to learn how we can help
your organization, leaders, and teams build
their capabilities and grow their contribution
to your organization’s success.
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