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The German Biosecurity Program aims at improving biological health issues in partner countries. The Bundeswehr Institute of Microbiology works together with the National Center for Disease Control and Public Health on Biosafety and Biosecurity aspects. Within the scope of the program it is important to improve the skill set of the scientists at the partner institution. This involves training courses to teach general management courses and increase effectiveness. The scientists should be trained in communication skills, get more information about smart decision making and learn tool how to set reachable goals (detailed description of the objectives is attached below).
The two day training course should host 8 – 12 participants and should be held 27th and 28th of October 2017
Objectives of the course:
· Supporting participants acquire practical tools for enhancing effectiveness at the work place
· Provide materials to help the process during and after the seminar
Seminar Topics
· Goal Setting:
· Importance of  vision and goals
· Life wheel
· Vision and goals, how should they look
· What questions should we ask to ourselves
· Taking responsibility for reaching the planned goals

· Productivity and Time Management
· What is productivity and time management 
· Priorities
· Switching between tasks
· Avoidance of useless work
· Information “diet”
· What to do by ourselves
· What and how to delegate
· Phone and e-mail – time killers
· Meetings 
· Stress control

· Technological Tools
· Why use technology
· Keeping and sharing information (Evernote, Sugar sync, Google Drive)
· E-mail, calendar, contacts (Google Apps)
· Online meetings (skype, WebEx)
· Social Network (LinkedIn, Facebook, Twitter, Google+)
· Equipment (laptop, smart phone, tablet)

· Communication – how other see us
· What does it mean to be a good communicator?
· Importance of communication
· Miscommunication and its reasons
· DISC model
· Main profiles D, I, S, C
· Discussing your profile
· How can I look better
· How to work with others

· Decision Making / Problem Solving
· The skill of decision making / problem solving
· Methods of decision making
· Principles of brainstorming
· Generating ideas
· Filtering ideas

