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· Introduction 

· Many hours are unnecessarily ‘lost’ each week in the workplace. Time Management helps employees to analyse how they spend their time at work, and shows them how to free up time through delegation or rescheduling. It provides guidance on how to prioritise work effectively. Team leaders and managers should be able to organise their own, and their team’s, time. Good time management skills allow employees to achieve more during the working day and contribute to the success of the business. 

· Who is the course for? 

· Time Management is suitable for any individual who is responsible for their own working time, and is appropriate to any business sector. It is also appropriate for first-time managers who lead a team but who have had no formal training in this area. 

· There are no formal entry requirements and the easy to follow, step-by-step format of this course means participants can work at their own pace, making it ideal for anyone new to the subject. 

· What will you get from this course? 

· When you have completed this course, you will be able to: 

· • understand the three-step process to effective time management 

· • analyse your daily activities using this process 

· • develop a personal approach to using your time in the most productive way 

· • prioritise ‘urgent’ and ‘important’ activities 

· • implement techniques for minimising disruptions. 

