Time Management

We can’t change the time we have, just the way we use it

Infroduction

Time management is an essential skill we all need. This course will show you
time saving techniques and strategies to enable you to be more productive,
meet deadlines and achieve goals.
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0. Managing phone calls

Main topics covered include:
Reviewing tasks

Planning tools

Prioritising tasks

Managing interruptions

Avoiding procrastination
Avoiding taking on too much
Delegating

Managing email and phone calls
Goal setting

Group Size: up to 12
Duration: 1 day
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