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AGENDA
            One Day Time Management Training Programme

09.15 Introduction.


 
09.30
The importance of Managing Time.
 
Objective: To highlight the importance of Managing Time.

09.50
Work Stress. 

Objective: To illustrate the effects of Work Stress.

10.10
Improving Productivity. 


Objective: To show how to improve Productivity.

10.45
Personal Efficiency Curve.

Objective: To demonstrate how to determine your Personal

                                                                           Efficiency Curve.


11.00
Break.


11.15
Working productively with others.

Objective: To highlight how to work productively with others.

11.45
Time Stealers.


                                       Objective: To illustrate the Time Stealers.


12.15
Procrastination.

Objective: To show the dangers of Procrastination.

 1.00
Lunch.

 2.00
Delegation. 



Objective: To demonstrate the importance of Delegation.

 2.30
Meetings. 



Objective: To show how to run effective Meetings.

 3.00
Prioritising your Tasks. 


Objective: To review how to Prioritise your Tasks.


 3.15
To Do Lists.


Objective: To demonstrate the importance of the To Do

                                                       List.

 3.30
Break.

 3.45
Organising your Work Area.
                                                          Objective: To highlight how to organise your Work Area.


 4.00
Technology.


Objective: To show how to take advantage of




 Technology.



 4.30
Dealing with Paperwork.



Objective: To show how to deal with Paperwork. 

 4.50
Communication.


Objective: To demonstrate how to Communicate more




effectively.



 5.10
Decision Making.

Objective: To illustrate how to improve Decision Making.



 5.30
Personal Work Habits.

Objective: To show how to revise Personal Work




Habits.
         


      



 5.45
Summary.

 6.00 
Close.
