
Course Title: Time Management Essentials Course Duration: 1.0 Day

Exam: Included Exam Type: Proctored Exam

Qualification: Time Management Essentials Certificate

Course Syllabus

Our Time Management Essentials training course covers the following Modules:

Module 1: Introduction to Time Management

Understanding the importance of effective time management

Assessing personal time management challenges

Setting goals for the course

Module 2: Setting Priorities and SMART Goals

Identifying priorities and distinguishing between urgent and important tasks

Applying the SMART goal framework for effective goal setting

Breaking down goals into actionable steps

Module 3: Planning and Organising

Creating daily, weekly, and long-term schedules

Prioritising tasks and allocating time effectively

Using tools and techniques for effective planning and organisation

Module 4: Managing Distractions and Enhancing Focus

Identifying common distractions and time-wasting activities

Techniques for minimising interruptions and staying focused

Creating an environment conducive to concentration and productivity

Module 5: Delegation and Time Allocation

Understanding the importance of delegation in time management

Identifying tasks suitable for delegation and effective delegation techniques

Allocating time for different activities and optimising productivity

Module 6: Communication and Collaboration for Efficiency

Effective communication techniques to save time and enhance productivity

Collaboration strategies for streamlined workflow and task management

Leveraging technology tools for efficient communication and collaboration

Module 7: Leveraging Technology for Time Management

Exploring productivity apps and software for time management
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Automating tasks and utilising digital tools for efficiency

Tips for managing emails, calendars, and digital documents effectively

Module 8: Overcoming Procrastination and Time-Wasting Habits

Understanding the root causes of procrastination

Techniques for overcoming procrastination and increasing motivation

Strategies for breaking unproductive habits and managing time effectively

Module 9: Review and Action Planning

Reflecting on the learning journey and progress made

Identifying personal strengths and areas for improvement

Developing an action plan for implementing time management techniques in daily life and work settings

Course Overview

Our one-day Time Management Essentials training course will teach you the benefits of adopting proven time-management tools

and techniques, you are able to make better day-to-day choices and decide the best ways to invest your time and achieve your

goals. In this one-day Time Management Essentials training course, you will be provided with the personal insight and effective

behaviours to develop and implement a framework of best practises for successful time management.

Course Learning Outcomes

Our Time Management Essentials training course will teach to become proficient in the following:

Understand the importance of effective time management in achieving personal and professional goals.

Identify common time management challenges and develop strategies to overcome them.

Learn techniques for setting SMART (Specific, Measurable, Achievable, Relevant, Time-bound) goals and prioritising tasks.

Discover strategies for planning and organising daily, weekly, and long-term schedules to maximise productivity.

Explore methods to minimise distractions and improve focus during work or study sessions.

Develop skills for effective task delegation and time allocation to optimise efficiency.

Gain insights into effective communication and collaboration techniques to streamline workflow and save time.

Learn how to utilise technology tools and productivity apps to enhance time management.

Identify personal time-wasting habits and adopt strategies to overcome them.

Create an action plan for implementing effective time management techniques in daily life and work settings.

Audience

Our Time Management Essentials training course will benefit individuals and organisations including but not limited to:

IT Professionals

Project Managers

IT Support Teams

IT Consultants

IT Students and Trainees

IT Managers and Leaders

Freelancers and Independent IT Professionals

Entry-Level Requirements
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There are no entry-level requirements for our Time Management Essentials training course.

Recommended Reading

There is recommended reading for our Time Management Essentials training course.

What's Included

Our Time Management Essentials training course contains the following:

1-day instructor-led training course

One-on-one after-course instructor coaching

Pre-reading

Course Manual

Quizzes

Exercises

Exam Information

Time Management Essentials Exam:

Format: Multiple Choice

Questions: 40

Pass Mark: 70%

What's Next

Attendees may enjoy our three-day Management Skills For An IT Environment training course.

Our three-day Management Skills For An IT Environment training course will give attendees the skills and knowledge necessary to

manage your IT team successfully. Attendees will:

Delegate tasks and track progress

Share Feedback

Foster time management skills among your team

Empower your team to communicate with people of non-technical backgrounds successfully

Additional Information

Our Time Management Essentials training course offers several benefits to individuals and organisations including but limited to:

Increased Productivity: Effective time management enables IT professionals to allocate their time wisely, focus on high-priority

tasks, and complete them efficiently.

Meeting Deadlines: In the IT industry, meeting deadlines is crucial for project success and client satisfaction.

Reduced Stress: Proper time management reduces stress levels by providing a sense of control over workloads and schedules.

Improved Work-Life Balance: IT professionals often face demanding workloads and long hours.

Enhanced Focus and Concentration: By managing time effectively, IT professionals can minimise distractions, create

uninterrupted blocks of time, and focus on critical tasks.
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Better Decision Making: Time management skills help individuals allocate time for research, analysis, and decision-making

processes.

Opportunity for Skill Development: With proper time management, IT professionals can allocate time for continuous learning

and skill development.

www.purplegriffon.com Time Management Essentials

Page 4

TEL: +44(0)1539 736 828 | EMAIL: info@purplegriffon.com www.purplegriffon.com

https://www.purplegriffon.com
https://www.purplegriffon.com
https://www.purplegriffon.com

