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2 Evolving Your skills

Hybrid Work Adaptability Skills Training
Course Duration: 08 Hours Course Code: HWAST

1. Course Overview

Hybrid Work Adaptability Skills Training is designed to help professionals
effectively navigate the evolving hybrid work environment. This course
focuses on building communication, collaboration, time management, and
emotional intelligence skills required to stay productive and engaged while
working both remotely and in-office. It prepares individuals to adapt
seamlessly to flexible work models.

2. What You’ll Learn

« Understanding hybrid work models and challenges

« Effective virtual and in-person communication skills
« Time management and productivity techniques

« Collaboration across remote and onsite teams

« Building emotional intelligence in hybrid setups

« Managing work-life balance

« Adapting to digital tools and technologies

« Developing accountability and self-discipline

3. Target Audience

Working professionals in hybrid roles

Team leaders and managers

Remote employees transitioning to hybrid work

Freshers entering modern work environments

HR professionals managing hybrid teams
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4. Pre-Requisites

Basic understanding of workplace communication

Familiarity with digital tools (Zoom, Teams, Email, etc.)

Willingness to adapt to flexible work environments

No prior advanced technical knowledge required

5. Course Content

Module 1: Introduction to Hybrid Work
« What is hybrid work?
« Benefits and challenges
« Hybrid work models
Module 2: Communication Skills
« Virtual communication etiquette
« Email and chat professionalism
o Active listening skills
Module 3: Collaboration & Teamwork
o Working with distributed teams
o Building trust remotely
« Conflict resolution
Module 4: Time & Productivity Management
» Task prioritization
« Avoiding distractions
« Goal setting techniques

Module 5: Emotional Intelligence
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« Self-awareness and empathy
« Managing stress and burnout
« Workplace relationships
Module 6: Work-Life Balance
« Setting boundaries
« Managing workload
« Mental well-being
Module 7: Digital Tools & Adaptability
« Using collaboration tools (Teams, Slack, Zoom)
« Adapting to new technologies

« Cybersecurity awareness basics
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