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Time Management
Course Overview

This course sets out to use the latest thinking in time management, so 'not having enough time' will cease to be a problem.  The benefits will include improved effectiveness and success, and a feeling of accomplishment and satisfaction at the end of every day

Delegate pre – course work

 In order for this day to be a success we would like you to complete a time log. Please indicate what you planned to do in a day of your choice, prior to the course taking place and then record what actually happened.  This will form an essential part of the course. We also ask that you reflect on your last appraisal and know what your objectives, or Key results areas are, so that we can ensure effective use of your time.
What you will learn

· Recognise the importance of optimising time.

· Analyse how you spend/ use your time and recognise and avoid certain time wasters

· Use a planning system and understand the importance of monitoring and evaluation.

· Set SMART objectives 

· Value delegation as a development tool and time saver.

· Learn to say no! using appropriate assertiveness techniques
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PLEASE CONTACT US TO FIND OUT MORE
TEL: 07905 598 165

