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Time Management 

Who is this course designed for? 

Front line management, who need to know how to use effective time 
management, to prioritise and achieve their objectives. 

 What’s in the course?  

 

 Identifying where time goes! 

 Urgency v Importance 

 Setting SMART Objectives 

 Juggling conflicting interruptions 

 Planning, controlling and accounting for 
time 

 Tips for better Time Management 

 Highlighting forces which help or hinder 
achieving goals  

What are the course objectives? 

 Set SMART objectives for your own workload, list them in order of 
priority and establish appropriate time scales for their achievement 

 Plan the achievement of the objectives, using an established time 
management technique 

 Identify constraining or limiting factors that could hinder the 
achievement of any one of these objectives 

 Briefly explain the monitoring technique for any objective.  

 

 

Our  approach to this course:   

theory and              Yes   No             
discussion  

participation in group      Yes   No
/individual activities 

workbook                    Yes   No                     
exercises 

practice                   Yes    No                
exercises 

presentations                     Yes   No  
(informal and/or formal)  

handouts                     Yes   No  

case studies           Yes    No  written/multiple              Yes    No               
choice test 

work based                 Yes   No                 
assignment  

 
 
  

What next?                                                                                     
 
Please CONTACT US to book this course:           
enquiries@thewayahead.org.uk  

 Price: £225 
(+ VAT) 

 
1-day workshop 

 

 

“Training today’s people for tomorrow’s world” 

mailto:enquiries@thewayahead.org.uk

