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Course Outline
	Course Title:

	Perfect Your Time Management

	

	Course Objectives:
	Sometimes if feels like the only answer is another late night at the office or to take work home again when you vowed to have a night off!  Time is probably our most valuable asset – without it nothing gets done and so it is vital to be effective in using it.

This practical and fun course will give you an insight into why time seems to melt away.  It will help you understand where time goes and why, and how to keep in control to remain at your most effective.


	

	Who Should Attend?
	Anyone who is faced with the constant struggle of ‘too much to do and not enough time’.


	

	Course Content:
	The course covers the following:
· Understanding why time management issues arise

· How to successfully plan and prioritise work

· The importance of setting clear goals

· How to minimise wasted time and distractions in the workplace

· How to avoid being deflected from your own priorities

· Using self-motivation as a time management tool

· Practical tools for dealing with unexpected events that steal time
· Practical tools and techniques for effective delegation
On successful completion of the course delegates will receive a Certification of Attendance.


	

	Duration:
	One Day



