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TIME MANAGEMENT
COURSE OVERVIEW

We can do nothing to increase time and we must always remember that time is one of the few things in modern life that is not recyclable. However time management training and getting good at time management skills can provide you with the feeling of achieving a certain amount of work at the end of each day, as opposed to going home from work and feeling although you have worked long hours you have achieved nothing during the day.
Delegates attending this programme will develop self-management techniques and learn the principles of

time management. The importance of developing effective systems and procedures is highlighted enabling them to become more proactive and efficient

.DURATION

This course is a 1 day programme but can be customized to meet your requirements.

TARGET AUDIENCE 
All office staff who are looking to improve their time management and organisation skills in order to effectively manage their own workload and enhance their performance

.LEARNING OUTCOMES
On completion of this course delegates will: 

· Identify time management profiles

· Design and implement effective work plans to eliminate time wastage and enhance your own and your manager's performance

· Successfully plan and confidently prioritise your workload to ensure your own and your managers/teams objectives are met

· Identify and eliminate 'time thieves"

· Consistently meet deadlines to ensure your success and that of your manager/team

· Identify and solve problems using critical and creative thinking, when prioritising tasks and translating strategy into action

· Develop proactive and reactive stress management strategies
PRICE/COST OPTIONS

This course is priced at R 990,00 per delegate.[image: image2.png]
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