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7. Business behaviours 
[bookmark: _Hlk115338380]Worksheet 6: Emotional intelligence and prioritising workload (tutor)
You work for a HR and training organisation in the business support department. The organisation is considering providing additional training and support for staff to use emotional intelligence across business functions. 
List five benefits to an organisation that understanding and using emotional intelligence could bring.
Increased team performance. 
Improve decision making.
Reduced staff turnover. 
Increased leadership ability. 
Increased personal wellbeing.

The organisation has many tasks, projects and workstreams running at the same time. You have been asked to provide suggestions on how employees could prioritise their workload. List five suggestions.
Make a list of the tasks you have been allocated. 
Agree a realistic deadline for the tasks. 
Estimate the time required to complete the tasks. 
Use a scheduling tool or calendar tool to assist and setup reminders. 
Delegate tasks where appropriate. 
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