Management Development

	Improving Your Time Management

	Aims
	· This course will give participants the means to analyse and improve their time management skills.

	Participants will be able to:
	· Critically analyse their own time management preferences and style

· Apply a range of tools and techniques to improve their time management

· Understand the common problems associated with effective time management and be prepared to deal with them effectively 

	Timing
	0.5 day (approx. 3.5 hours)

	Who should attend
	· Any managers or staff who have responsibility for managing their own time and would like to improve their productivity

	Format
	· The course is very interactive and includes exercises to practice and develop time management skills

· Participants will be encouraged to carry out and share an honest self-assessment on a number of aspects of their time management skills

· Participants will receive feedback and coaching tips from the facilitators and other participants 

	Notes
	· This course can be linked with our management development programmes in areas such as presentation skills, influencing & communication skills, problem solving and business analysis, change management and coaching to form a coordinated management skills programme


	Please be aware that all of our programmes can be adapted to fit your organisations’ specific needs and indeed we would encourage this.  This could include incorporating your own preferred models or working styles as well as your own branding.  The programme outlines provided are intended merely to be indicative of our capabilities and do not form our total offering in a given subject area.



	Session / content
	
	Method

	Introduction

· State the objectives for the workshop
· Introduce each other
	
	

	Where does the day go?

· Discuss the common problems caused by ineffective time management

· Identify and agree the key objectives for improving time management (both personal and professional)
	
	Presentation and discussion, sharing common issues and setting personal objectives for improved time management

	What’s your style?
· Participants complete a series of self-assessment tools to analyse their time management preferences
	
	Short practical exercise to assess the natural time management style of participants

	Managing your day more effectively
· Identify and practice key tools to plan and manage time
· Discuss personal preferences, likes and dislikes, practical application issues
	
	Introduce a series of tools and demonstrate their use.  Discuss what works (and doesn’t) at an individual level.

	Time Stealers
· Self-assessment exercise against the various elements that can take you off plan

· Discussion of the common pitfalls and how to avoid falling into them 
	
	Exercise and discussion, sharing best practice and practical tips

	Dealing with emergencies
· How to deal with the crises when they happen
	
	Presentation and discussion

	Putting it into practice
· Participants complete an exercise to practice their time management skills
	
	Application of the tools to a realistic time management exercise

	Conclusions

· Recap the key learning points of the course

· Complete personal action plans
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