
Internal Skills Workshop Agenda 

Date: [Insert Date] 

Time: [Insert Time] 

Location: [Insert Location] 

Overview 

This document provides an overview of the agenda for the upcoming internal skills workshop 

aimed at enhancing our team's capabilities and fostering professional growth. 

Agenda 

• 9:00 AM - 9:30 AM: Registration & Coffee 

• 9:30 AM - 10:00 AM: Introduction & Objectives 

• 10:00 AM - 11:30 AM: Session 1: Time Management Techniques 

• 11:30 AM - 12:00 PM: Break 

• 12:00 PM - 1:30 PM: Session 2: Effective Communication Skills 

• 1:30 PM - 2:30 PM: Lunch 

• 2:30 PM - 4:00 PM: Session 3: Leadership Development 

• 4:00 PM - 4:30 PM: Q&A and Wrap-up 

Next Steps 

Please confirm your attendance by [Insert Confirmation Date]. We look forward to a productive 

workshop! 

Best Regards, 

[Your Name] 

[Your Position] 


