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TRAINING

Time Management

Who should attend?

This course is suitable for anyone who needs to manage their time more effectively. This includes
senior managers, line managers, supervisors, administrators, project managers and anyone else that
needs more time in their day to get things done.

Course Aims & Objectives

The purpose of this course is to provide delegates with the skills required to analyse their use of time
and to give practical tools to improve their own self-management.

By the end of the course delegates will be able to:
e Plan and prioritise their time more effectively
e Understand when and how to say no and how delegate to other people
e Set objectives for themselves

Devise a plan of work that can be implemented into their job role

Course Outline
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Action Plan

Certification

Certificates of attendance will be awarded to delegates upon completion of the course.
Duration

1 Day

Location

We can offer courses on company premises for a maximum of 12 delegates or upcoming open
courses in your local area.



