Time M anagement:
Controlling Your Time- 1 Day

CourseDescription: Thisone-day courseisdesigned to hel p participantslearn how to usetheir timewisely. It
usesmany proven techniquesdesigned to hel p the parti cipantsassessthel r time management behaviorsand explore
walysto better managetheir timewhile eliminating negative patterns such as procrastination and clutter.

Course Objectives:

» Discussmythsand redlitiesof timemanagement

*  Examineexcusesfor not managing your time

» Definerolesand responsbilitieswhich demandtime

» Examinehow to balanceyour timeto createtotal humanwellnessinyour life
* Review quditiesof timemanagement

* Defineguiddinesof timemanagement

» Evauatecausesof procrastination

» Comparewaysto stop procrastination

* Describewaysof deding with deadlines

*  Organizeto set proper deadlines

» Writegoalsto help budget your time

»  Exploreten commandmentsof deskmanship

» Evauatethefour D’sin managing timemoreeffectively
» Sdlectwaystosay “No”

* Explainhow to set and establish priorities

* ldentify waysto plan your work and learn how to plan
* Createwaysto handlethe paper work

» Discusstimetipsoninterruptionsand decisiveness

» Discusstimetipsinyour environment andintravel

» Discusstimetipsonthetelephoneand in meetings

* Formulatetimetipson persona habits

» EBEvduaehow toorganizeyoursdlf
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