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[CN: 018] – TIME MANAGEMENT
	1. WHAT IS THE SEMINAR OBJECTIVE?
	
	5. PROGRAM’S OUTLINE 

	This training offers to participants a variety of substantial and valued information about time management. 
It is expected to help participants to control and improve their time management by identifying their priorities, reviewing their schedules and avoiding time waste in the workplace. 

	
	DAY 1:
1. Control & Improve Your Time Management 
· Identifying your priorities  
· Focusing on productivity and time control
· Managing and saving time
· Maintaining a daily time log
· Highlighting the time management tools
· Introducing the concept of time wasters: external and internal 
· Assuming personal accountability and organizational responsibility in the workplace 
DAY 2:
 2. Valuing Time, High Productivity & Results    
· Delegating tasks to your employees
· Holding people accountable
· Gaining cooperation on the job. 
· Planning considerations and setting time utilization goals
· Creating a trustworthy environment that is conducive to higher productivity & results
· Establishing effective decision making and problem solving techniques that save time
· Providing some valuable tips in managing better your time and lifestyle.  


	2. HOW WILL THIS SEMINAR BE CONDUCTED?
	
	

	It is going to be 2-days seminar through which participants will interact and communicate together in order to gain a better insight on how to control and manage their tile wisely. 
In this respect, some valuable tips will be provided to participants on how to better identify their priorities, enhance their productivity and organizational effectiveness.  

	
	

	 3. WHO WILL DELIVER THIS SEMINAR? 
	
	

	This seminar will be animated by 2 qualified professional experts in the field of Human Resources and Management Consulting Services. 
It will take place either in the company’s premises (in-house training) or it will be organized in a hotel where the training will be carried out. 
We expect the target audience represent the public i.e. anyone, at any level who wants to improve his or her time management in all respects. 

	
	

	  4. WHY THIS SEMINAR IS DESIGNED FOR YOU?
	
	6. CONTACT INFORMATION AND DETAILS

	This training will help people set their goals and work effectively to reach the business strategy set by corporate management. It will also highlight the effective decision making and problem solving techniques that save time and money for the individual and the organization. This doesn’t exclude the follow-up process for maintaining business commitment and professional accountability. 
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Remark: special corporate rates will be extended to participants or focus group.




