Time Management
Course Objectives

Key Topics Covered

Successful completion of this course will increase your
ability to:

This course explores the following subjects in depth:

•
•
•

Course Description

•
•
•
•
•

Identify your personal time management style.
Increase personal effectiveness by using
techniques that fit your personality style.
Establish which time management technique is
best for various situations.
Customize a time management approach that
blends the strengths of the four different styles.
Designate your priorities for a balanced life.
Overcome procrastination.
Apply time-saving techniques.
Interact effectively with people, manage
interruptions, delegate, and maintain a support
network.

•

Traditional time management as a structural
approach to the completion of tasks

•

Non-traditional time management styles

•

The causes of procrastination from perfectionism and
fear of failure to poor memory or lack of organization

•

Setting boundaries and saying “no” to coworkers and
bosses

•

Managing interruptions by more effectively
communicating

What the Course Offers

How You Will Benefit
During the workweek, the calendar fills up fast. After
cleaning out inboxes, tending to personal responsibilities,
attending meetings, getting unexpected calls and
processing administrative clutter, your window of
productivity can slowly disappear. Add to that a tendency
to procrastinate, get distracted or lose track of time chitchatting, and time management can become a real
problem. According to a Harris Poll which surveyed over
3,000 private sector workers in 2014, one in four workers
spend at least one hour a day using technology for
personal use.
Although these mini-breaks might seem relieving, they
actually contribute to workday stress. In fact, employees
who can prevent interruptions experience less stress than
those who seek them. A study in the Journal of Applied
Psychology found that time management behaviors, like
goal setting and prioritizing, have positive effects because
they make employees feel in control, leading to fewer
anxieties and greater job satisfaction.
Through this course you will learn which timemanagement style works best for you and how to
eliminate bad work habits. As a result, you will be able to
increase productivity, be more dependable, handle
interruptions, feel in-control of your workweek and
reduce stress.

•

Interactive learning setting

•

Opportunity to apply the concepts through
role-play

•

Thorough set of materials: Participant Guide and
one-page RM Desk Reference

Length of Course
•

1 day

Audience
•
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