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ELEMENTARY BUSINESS SKILLS SESSIONS 

Time Management 
 

A useful course on maximizing ones time. Several different approaches are presented and then 

used in exercises together. This course should gain the attendees no less than a couple of new 

hours per week on their schedules.  

 

Do you find yourself overwhelmed by the number and complexity of projects that need to be 

completed at work each day? As the day flies by, do you often feel as if you haven't paid enough 

attention to each task because other tasks keep landing on your desk, co-workers interrupt you 

with questions or you can't get it all organized? 

You probably know that managing your time effectively will help you get more done each day. But 

it has important health benefits, too. By managing your time more wisely, you can minimize stress 

and improve your quality of life. 

But how do you get back on track when organizational skills don't come naturally? To get started, 

choose one of the strategies, try it for two to four weeks and see if it helps. If it does, consider 

adding another one. If not, try a different one. 
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COURSE DETAILS 

Course title: Time Management 

Duration: 2, 4, or 8 Hours 

Course type - international or regional: Regional 

Delivery method - classroom, 

eLearning, blended etc: 

Classroom 

DELEGATE PROFILE 

Target audience Fee earners and support staff 

Career level:   Support professionals - any level 

Attendance by nomination/ request/ 

other - compulsory?: 

Nomination or request 

CPD points tbc 

Suggested Group Size 8-16 people 

SESSION INFORMATION 

IT requirements Projector or TV screen for computer would be useful 

LEARNING OBJECTIVES/OUTCOMES - what will delegates learn/be able to do as a result of attending the course? 

■ Recognize the importance of managing time effectively 

■ Understand ways in which we all waste time 

■ Follow tips for effective time management 

■ Understand and use the Time Management Matrix 

■ Understand and use the ABC and First Things First time management approaches 

■ Use SMART tasks when delegating in order to free up more time 

■ Understand and use "Backcasting" 

■ Know what "monkeys" are, in terms of time management, and how to avoid them 

 


