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Overview:

This one day workshop provides the attendees with the knowledge and skills to improve their time management approach to their daily and weekly business operations. The ultimate goal being to work smarter not harder. 

Aim:

To enable participants to identify the issues that prevent their effectiveness, and develop a range of techniques to better manage their time. 

Timing:
1 day workshop

9.00 – 4.30 

Topic 1:
Personal Time Management



Define efficiency and effectiveness

Target the time wasters



Identifying your approach to interruptions

Topic 2:
Prioritising your Work



Identifying your energy cycle


Planning the things that are important
Working with a system

Topic 3:
Time Management Matrix



Identifying your responsibilities

Urgent vs Important


Fitting the matrix
Topic 4:
Action Planning 

Identifying areas for change

Minimising the crisis with planning & preparation.

Improving job satisfaction.

Resources:
Each participant will be supplied with a training manual, practical case studies and personal job analysis.
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