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Time Management — Making Every Minute Count

This full day training class is designed to help you better manage their time to improve your
productivity. This program will also assist attendees in identifying their time management
style as well current projects. Identifying one’s style will assist attendees in capitalizing on
their time management strengths and improve interactions with others who have different
time management styles. Time will also be spent on how to use current technology to manage
their time and projects including the use of Microsoft outlook.
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Learning Outcomes:
Upon conclusion of this class attendees will be able to identify their primary time wasters and
learn strategies and techniques to reduce or eliminate them. They will also learn how to reduce
unnecessary paper and overcome procrastination by establishing priorities and delegating
properly. Attendees will be able to identify their time management style as well as current
projects. Identifying one’s style will assist attendees in capitalizing on their own management
strengths and improve interactions with others who have different time management styles.
Time will also be spent on how to use Microsoft Outlook as well as other programs and phone
apps to more effectively manage their time.

Contact us for Dates and Cost.
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