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Business Skills


Practical Time Management 
       

       


1 Day
Time, like any other resource, can be managed through a variety of techniques. It doesn't matter if you use a paper notebook or the fanciest Smartphone, mastering your use of time will help you achieve more and be more productive. Everyone has the power to take control of their time.  

In this class, you will learn the basic principles of time management and discover the personal style that works best for you. This course leads you through an analysis of your time management problems and presents the principles and techniques you need to become master of your time rather than a slave to it.

Who Should Attend

This class is designed for professionals who want to improve their time management performance and develop and overall time management plan, and make every minute count by using practical planning aids.  
What you will achieve 

· New strategies for managing your daily schedule and your overall use of time
· The expertise to develop long term and short- term plans
· The tools to evaluate and improve your time management performance
· An understanding of the basics of time management  
· Learn how to set priorities, identify your "time traps," control your use of time, discuss and understand the Pareto principle.
what you will learn
Unit 1: Time Management Principles

Topic A: The Basics of Time Management

Topic B: What Controls Your Time?

Topic C: Three Tests of Time

Topic D: Benefits of Better Time Utilization

Topic E: Setting Priorities

Topic F: Criteria for Setting Priorities

Topic G: How to Control Your Use of Time

Topic H: Five Tips for Effective Time Management

Unit 2: Time Management Techniques

Topic A: Planning

Topic B: Long-Term Planning Aids

Topic C: Short-Term Planning Aids
Topic D: Characteristics of Good Planners

Unit 3: Avoiding Wasted Time

Topic A: Common Time-Wasters

Topic B: Self-Generated Time-Wasters

Topic C: Environmental Time-Wasters

Topic D: When Things Go Wrong

Unit 4: Time Management Innovations

Topic A: Telephone Enhancements

Topic B: Computer Enhancements

Topic C: Other Technological Enhancements

Topic D: Control information overload

Topic E: Causes of information overload

Topic F: Screening

Topic G: Create files and organize the office

Topic H: Communication

Unit 5: Applying What You've Learned

Topic A: Apply Time Management Principles

Topic B: Keep a Daily Time Log

Topic C: Analyze Your Use of Time

Topic D: Plan for Improved Time Utilization

Topic E: Follow Up on Your Progress

Topic F: Conclusion
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