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One Day Online or Inhouse

A highly interactive and practical course that provides
learners with 12 key skills for effective time
mManagement.

Target Audience

It is recommended as a first course for newcomers to
time management or as a refresher course for those
who have attended Time Management training.

Course Aim

A highly interactive and practical course that provides
learners with 12 key skills for effective time
management.

Course Objectives

By the end of this 1 day Time Management course, you
will:

e Know how poor time management affects your
work, career and life

e Understand the 12 key Time Management skills
and be able to apply these to increase your
effectiveness and work-life balance

e Appear in clear control of your work schedule and
priorities, creating a positive image

e Develop techniques to tactfully manage people
who place demands on your time

e Be able to spend more time on parts of your job
that you love by managing your time more
effectively elsewhere

Time Management

| was delighted that we
were able to successfully
complete the programme
in such a short timescale,
thanks to Nigel's
commitment and
contribution, and would
have absolutely no
hesitation in
recommending his
services to others.

Marie Ferris, Ny
Professional

Ulster
Development University

Manager

Nigel made everyone in
the group feel at ease. He
got the message across
by breaking everything
down to simple sections.
Very good. Would
recommend.

Training Participant



Course Outline

Personal relationship with time
» Practical exercise
e Time and stress
¢ Notion of time wasting

Time management skills

¢ Key time management techniques

¢ Reflecting on need for time management

e Presentation; small group exercise; facilitated group
discussion

Clinic 1: diagnosing personal time bandits
e Diagnosing own personal time wasters
 Individual exercise; pairs discussion; facilitated group
discussion

Toolkit A: Time Management

e Practical techniques & tools to manage time
e Presentation; facilitated group discussion

Clinic 2: Building your time management plan

o Create personal time management plan
¢ Individual exercise; pairs discussion

Summary and close

Contact us

@ +44 (0) 28 9581 8090

™M nigel@etimes2.com

@ www.etimes2.com
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Not only did he receive
excellent feedback from
the candidates
themselves, but his
commitment to the
learners and his
dedication shone through.

Caroline

Greenlee, B,

Human S MICHELIN
Resources 3 o e war forward
Manager

The best
5.0* online training
average rating | have ever

k|| % | % | & seen.

Online Training Participant

Nigel has spent a lot of
time preparing the course.
Hands down it was the
best presented course |
have been on. The
additional online
background materials
were outstanding.

—

Dave Murphy, ‘m
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