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Getting Things Done --- Successful Management Across 
Functional Lines 

�
The Challenge:� 3HRSOH� ZKR� ZRUN� DFURVV� IXQFWLRQDO� OLQHV� KDYH� WR� PDQDJH� FRQIOLFWV�� ,W�
GHSHQGV�RQ� WKHLU� VXFFHVVIXO�PDQDJHPHQW��ZKHWKHU� WKHLU� IDYRXULWH� LGHDV�EHFRPH� UHDOL]HG�RU�
QRW��1RERG\�LV�GHOLJKWHG�EHLQJ�IRUFHG�WR�JLYH�XS�KLV�YHU\�IDYRXULWH�WDUJHWV��6WLFNLQJ�WR�WKHP��
KRZHYHU��PLJKW�EH�GLIILFXOW�ZKHQ�\RX�KDYH�QR�FRPSHWHQFH�RI�JLYLQJ�DGYLFH�RU�RUGHUV�DQG�QR�
SRVVLELOLW\�RI�JHWWLQJ�LW�GRQH�E\�D�VXSHULRU
V�RUGHU��
�
Targets:�3DUWLFLSDQWV�OHDUQ�KRZ�WR�JHW�LQIOXHQFH�RQ�FROOHDJXHV�LQ�GLIIHUHQW�VLWXDWLRQV��7KH\�DUH�
DEOH� WR� UHIOHFW� WKHLU� RZQ� ZD\V� RI� WDNLQJ� LQIOXHQFH�� 7KH\� H[SHULHQFH� QHZ� ZD\V� RI� WDNLQJ�
LQIOXHQFH��
�
0. Introduction 
�
� ���0\�MRE�DW�[\���WKH�SDUWLFLSDQWV�LQWURGXFH�WKHPVHOYHV�
� ���0\�SHUVRQDO�UHDVRQ�IRU�WDNLQJ�SDUW�
� ���:LQQLQJ�GHVLUHV�
�
II. Communication is different from information - Personal effectiveness 
�
� ��� (VVHQWLDOV�DERXW�FRPPXQLFDWLRQ�
� ���&RPPXQLFDWLRQ�VNLOOV�
 
III. Ways of getting things done 
 
� ���$UJXPHQWDWLRQ�E\�IDFWV�
� � 3HRSOH�JHW�DZDUH�RI�DUJXPHQWV�E\�WKHLU�YHU\�RZQ�SRLQW�RI�YLHZ��7KH�ODGGHU�RI���
� � LQWHUIHUHQFH�E\�&KULV�$UJ\ULV�D�R���
� � 2WKHU�ZD\V�WR�FRQYLQFH�SHRSOH�
� � &DVH�VWXGLHV�ZLWK��YLGHR��IHHGEDFN�
� ��� %HLQJ�IULHQGO\�
� � (OHPHQWV�RI�IULHQGO\QHVV�
� � 7KH�LQWHUQDO�KDELW�DV�D�SUHVXSSRVLWLRQ�RI�DXWKHQWLW\�DQG�HPSDWK\�
� � &DVH�VWXGLHV�ZLWK��YLGHR��IHHGEDFN�
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� ��� %HLQJ�GHFLVLYH�
� � &RQVWLWXHQWV�
� � +RZ�WR�VKRZ�GHFLVLRQ���WKH�SDUW�RI�ODQJXDJH�
� � &DVH�VWXGLHV�ZLWK��YLGHR��IHHGEDFN�
� ��� %XLOGLQJ�FRDOLWLRQV�DQG�EDUJDLQLQJ�
� � 7DUJHWV�RI�EDUJDLQLQJ��ZLQQHU�ZLQQHU��ZLQQHU�ORVHU��WR�FRPSURPLVH�
� � &KDQJLQJ�RSLQLRQ�LQWR�LQWHUHVW���DFKLHYLQJ�ZLQQHU�ZLQQHU�VROXWLRQV�
� � %XLOGLQJ�FRDOLWLRQV�DQG�EDUJDLQLQJ�LQ�UHODWLRQ�WR�DUJXPHQWDWLRQ�E\�IDFWV�
� &RDOLWLRQV�DQG�PDMRULWLHV�
� &DVH�VWXGLHV�ZLWK��YLGHR��IHHGEDFN�
� ��� 5HIHUULQJ�WR�DXWKRULWLHV�DQG�FRPSXOVRU\�PHDVXUHV�
� 'HPRFUDWLF�SURFHGXUHV�LQ�FRPSDQLHV�DQG�WDNLQJ�LQIOXHQFH�E\�DXWKRULW\ 
 
III. Getting things done in different situations 
 
� ���FRQFHUQLQJ�SHUVRQV�
� $ERXW�UROHV�
� +RZ�WR�PDQDJH�D�VXSHULRU�
� +RZ�WR�PDQDJH�FROOHDJXHV�
� 7KH�\RXQJ�JHQHUDWLRQ�DQG�ROGHU�SHRSOH�
� &ROOHDJXHV�DQG�FXVWRPHUV�
� ��� FRQFHUQLQJ�VLWXDWLRQV�
� :RUNLQJ�LQ�JURXSV��9LGHR�³7KH�0HHWLQJ§�
� 0DQDJHPHQW�RI�JRRG�UHODWLRQV�
� 7KH�DUHDV�RI�³'LDOHNWLN§�
� (VWDEOLVKLQJ�WKH�QHZ���PRWLYHV�IRU�FRQVHUYLQJ�ROG�VWUXFWXUHV�
� 3HULRGV�RI�HPRWLRQ�GXULQJ�WKH�SURFHVV�RI�FKDQJH�
� %RQGLQJ�DQG�KRZ�WR�KDQGOH�LW�
� &DVH�VWXGLHV�ZLWK��YLGHR��IHHGEDFN�
 
IV. Reflections 
 
� 3HUVRQDO�H[SHULHQFHV�
� &RQVHTXHQFHV�
 
Duration: ��GD\V�
Trainer: 'U��*HUGW�5RKUEDFK�


