Time Management
Introduction
In the modern business world we work in, with heavy workloads and constant deadline pressures, one thing we can all agree we never have enough of is time. This 1 day course is designed to equip you with a range of techniques and ideas to help you achieve as much as possible with the time available to you in your working day.

 

Who Will Benefit?
 

Anyone who would like to manage their time more effectively in order to get more from their working day. 
The course will enable you to:

· Understand common sources of poor time management
· Recognise problems and initiate solutions in your workplace

· Better organise yourself and your workspace for peak efficiency

· Understand the importance of setting and achieving goals, planning and good working practices

· Identify the right things to be doing and develop plans for doing them

· Take control of those things which could adversely impact your productivity
Course Content
 
Session 1 Introduction and Overview
Session 2 Left Brain/Right Brain
· Left and right brain styles of working (plus questionnaire)
· Whole brain thinking
Session 3 Goal Setting
· The importance of setting goals (what do you want to achieve?)
· SMART goals

Session 4 Planning
· How do you plan?
· The range of planning tools available

Session 5 Prioritising
· The prioritisation matrix
· Urgent and important tasks
Session 6 Delegation
· The 5 levels of delegation

· Why the reluctance to delegate?
· A delegation framework

Session 7 Assertiveness (How to Say No)
· Assertiveness defined
· The 3 behaviours: aggressive, passive and assertive
· How to refuse assertively
Session 8 Time Robbers

· Time robbers: self imposed, boss imposed or company/colleague imposed?
· Overcoming the time robbers
Session 9 Review and Close

The course is 1 day long. 
 

Pre-requisites
 
There are no pre-requisites.
