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Introduction

This programme will provide participants with a personal tool kit to effectively manage their time. It will enable them to establish a set of behaviours to achieve objectives and key tasks effectively and help them to prioritise. We’ll help your people to manage their own time and handle the demands of others. Participants get the chance to self assess their own personal effectiveness and begin to plan for further action.

Programme Outcomes

By the end of the programme, participants will have:

· Assessed their own personal organisation

· Explored how SMART objectives can help

· Worked on prioritising tasks

· Analysed their own time stealers and time savers

· Practiced managing interruptions assertively

· Delegated more effectively

· Set up their own system for managing time

Our Approach

· We’ll give participants a range of tools , techniques and ideas to enable them to be in control and use their time effectively

· We’ll allow plenty of time for participants to practice these techniques in a safe environment – lectures will be kept to a minimum

· A tool kit approach will be used so that each participant can choose tools and ideas that work for them and use these to create their own personal time management strategy – we don’t expect one solution to suit all people

· We can adapt the programme emphasis according to the degree of responsibility participants have for managing the time of others

· Programme is highly practical, participants can use these tools immediately – and they work

Programme Manual and Certificates

Each participant receives a programme manual containing worksheets, supporting notes and handouts. A personalised certificate can be presented to each participant on completion of the workshop.

Course Programme: One Day

· Introduction & Objectives

Timeframes, ground rules, agreement to share existing good practice.

· What really happens to our time?

We provide a tool to help participants to identify where their time actually goes and how effective time spent actually was. Helps to avoid; “I’ve worked all day but I don’t seem to have got much done!”
· Using SMART objectives 
Many people race into a task headlong - to get it done. Setting SMART objectives first, helps them to achieve the task effectively, avoid duplication and wasted resources and measure how effectively they have achieved it.

· Prioritising tasks

      Explores why we sometimes avoid taking action or do the easy stuff first and helps us to break out of our comfort zone. Participants practice prioritising and see how this helps effectiveness and is a major time saver.

· Identify and manage your work-based stressors 

      Much work based stress is unnecessary and is due to poor time management and prioritising. We’ll help participants to identify their key work-based stressors and explore personal strategies to manage them. 

· Delegating for Results
      Some people seem to have endless urgent deadlines. We’ll challenge people - are all deadlines unavoidable? With a structured plan for delegating linked to managing our own time, much of the   urgency can be removed. Some people are almost ‘addicted to urgency’ – we’ll help them to identify and overcome this. 

· Dealing with time stealers

      Learn how to identify and manage them to increase your productive time. Includes tips on tasks, diary, office environment etc.

· Manage interruptions assertively
      They can’t always be avoided but they can be managed – find solutions to manage this time stealer and handle disruptions. Includes how to refuse requests assertively without casing offence

· Commitment to Change
    Participants begin to action plan their own time management and personal effectiveness strategies - selecting from the tool kit what works for them.
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