
The Brain Smart Way to 
Productivity.

Towards a Better, Faster and Cheaper Organisation.



Buzan Productivity Skills for 
Faster, Better & Cheaper Work Teams

Course code: VTLBUZFBC

The call for a faster, better and cheapereconomyis a matter of
survival. In the faceof growingcompetition,localworkersneedto
do more with the sameresourcessuchastime, effort andmoney.
UsingBuzanBrain Smart techniquesyou can! Over the past 30
years,TonyBuzanhas been at the forefront helping people and
companiesdo more with less,becomemore intelligent, efficient
and productive. Comeupsizeyour capabilitiesand be equipped
with the BuzanProductivitySkills in this new programme.

Outcomes
By the end of the workshop, participants will 
learnt to:
ÅGet7 times more ideas with the same amount 

of time
ÅRun faster, more efficient  meetings
ÅComplete minutes in less time
ÅDo more  with the same amount of time

(getting things done) 
ÅGet 80% of the results by just spending 20% of 

the time
ÅRetain twice as much from training with same 

amount of effort

Methodology
Thislively and interactive workshop requires 
ŜȄǘŜƴǎƛǾŜ ǇŀǊǘƛŎƛǇŀƴǘǎΩ ƛƴǾƻƭǾŜƳŜƴǘΦ Lǘ ƎƛǾŜǎ 
them ample opportunity to practice the new 
techniques learnt. Buzan workshops usually 
comprise:
ÅLectures / presentations
ÅIndividual and small group exercises and 

discussions
ÅSelf-awareness questionnaires 
ÅBrain-breaks for reflections and integration 
ÅGames and activities
ÅQuestion and answer periods 

Who Should Attend
Managers, Executives, Public Sector (Division 1 and 
2 Officers)

CourseOutline
Faster!

o Buzan Mind Sprint: Learn how to think and 
present your ideas quickly in less than 5 
minutes. 

o Buzan Mind Storm:  Run creative brain 
storm sessions with higher quantity of ideas 
generated in half the time normally 
required.

o Buzan Mind Meeting:  Shorten 
unproductive meeting time and generate 
minutes faster with greater accuracy

Better!
o Buzan Brain Bloom:  Get new ideas from 

new perspectives
o Buzan Solution Finding:  Developing a 

solution finding mind set to solve problems 
o Buzan Brain Smart Techniques:
Å Getting Things Done
Å The 80-20 Rule

Cheaper!
o Genius Formula: Unleash potential of  

existingworkers and increase their brain
capacity, thus save from hiring new 
resources 

o Lawsof Memory Recall & Learning:
Å{ƘƻǊǘŜƴ ǎǘŀŦŦΩǎ ƭŜŀǊƴƛƴƎ ŎǳǊǾŜ

o TEFCAS Formula:  Reducing errors and avoid 
trial and error method.

Mind Maps is a registered trademark of The Buzan OrganisationLtd.



Outcome
At the end of the course, the participants will have 
more in-depth understanding of the use of Buzan 
Mind Maps®to apply in various aspects of their 
professional and personal life.

Methodology
Thislively and interactive workshop requires 
ŜȄǘŜƴǎƛǾŜ ǇŀǊǘƛŎƛǇŀƴǘǎΩ ƛƴǾƻƭǾŜƳŜƴǘΦ Lǘ ƎƛǾŜǎ ǘƘŜƳ 
ample opportunity to practice the new techniques 
learnt. Buzan workshops usually comprise of:
ÅIndividual and small group exercises and  
discussions
ÅSelf-awareness questionnaires 
ÅBrain-breaks for reflections/integration 
ÅGames and activities

Who ShouldAttend
Division 1 and 2 Officers, Managers,Executives.

Pre-requisites
Participants should preferably have attended a 
workshop on Buzan Mind Mapping, either 
conducted by the Civil Service College, Singapore 
Institute of Management, Buzan Asia or a Buzan 
Licensed Instructor. 

Mind Maps is a registered trademark of The Buzan OrganisationLtd.

Research has shown that the "normal" human brain has a much larger 
ability and potential than we think. Yet the one potent resource which 
each of us readily possess is by no means fully tapped or developed. It 
has often been said that people are our only real resource, and hence, 
the task of developing our mental skills would be of utmost importance 
to both the individual and any organisation. This workshop provides 
participants who have undergone basic BuzanMind Map®training, the 
opportunity to enhance their mind mapping skills to further discover the 
ōǊŀƛƴΩǎ ŀƳŀȊƛƴƎ ŎŀǇŀōƛƭƛǘƛŜǎ ŀƴŘ ƭŜŀǊƴ ǘƘŜ ϦƴŀǘǳǊŀƭϦ ǿŀȅǎ ƻŦ ǘŀǇǇƛƴƎ ƛƴǘƻ 
their mental powerhouse. 

Effective Brain Smart Skills 
for the Workplace
Course code: VTLBUZEDSW

Course Outline
ÅReview BuzanMind Map®Principles
ÅBeyond Basics

o One word per line
o Picture Word

ÅBuzanMind Maps®for Thinking
o Creative
o Critical
o Strategic

ÅBuzanMind Maps®for Planning
o Events/projects
o Business

ÅBuzanMind Maps®for Meeting
o Before ςmind sprint
o During ςrecord minutes
o After ςtype out minutes, recall 

meeting
Å21st Century Mind Mapping



Outcome
At the end of the course, participants will learn to:
ÅUse the powerful thinking toolBuzan Mind 

Mapá to manage time 
ÅSet SMART Goals
ÅApply TEFCAS for success at workand personally

Methodology
Thislively and interactive workshop requires 
ŜȄǘŜƴǎƛǾŜ ǇŀǊǘƛŎƛǇŀƴǘǎΩ ƛƴǾƻƭǾŜƳŜƴǘΦ Lǘ ƎƛǾŜǎ ǘƘŜƳ 
ample opportunity to practice the new techniques 
learnt. Buzan workshops usually comprise:
ÅLectures / presentations 
ÅIndividual and small group exercises and 

discussions 
ÅSelf-awareness questionnaires 
ÅBrain-breaks for reflections/integration
ÅGames and activities
ÅQuestion and answer periods

Who Should Attend
Division 1 and 2 Officers, Managers, Executives

Pre-requisites
Participants should preferably have attended a 
workshop on Buzan Mind Mapping, either 
conducted by the Civil Service College, Singapore 
Institute of Management, Buzan Asia or a Buzan 
Licensed Instructor.

BuzanProductive 
Time [MM]anagement
Course code: VTLBUZTMM

Course Outline
ÅTime Management Essentials

o Self versus time management
o Optimal use of time
o Test of time 

ÅFormula for managing self & life
ÅBuzan Mind Maps®

o BrainBloomyour time woes
o Planning with Mind Maps®

Å���Œ�����š�]�v�P���Ç�}�µ�Œ���Z�^�µ�������•�•�[
o SMART and compelling Goals
o Goals vsVisions/Missions
o Value of Values

ÅTEFCAS-ing Your Way to Success  
o Brain-friendly management of life 

and projects
ÅTips and strategies

o Speed reading
o Meetings
o Multi-tasking
o Distractions
o Procrastinations

Mind Maps is a registered trademark of The Buzan OrganisationLtd.

This workshop trains participants how to use their Knowledge 
Manager - the Brain to manage their time. Participants will learn 
several brain-friendly ways to increase their effectiveness in both 
their professional and personal lives. This is achieved through one 
easy-to-use but powerful brain tool, the BuzanMind Mapá. More 
significantly, participants will discover how to apply this tool in 
numerous other ways to get more of what is important to them, 
both on and off the job.


