
 
 

 

Course Content 
 

TIME MANAGEMENT (ONE DAY) 
 

Would you like to become less busy and more productive?   

Setting SMART Goals 

 

 

 

 

Prioritizing Your Time 

 

 

 

Planning Wisely 

 

 

 

Delegating Made Easy 

 

 

 

 

 

Tackling Procrastination 

 

 

 

 

Crisis Management 

 

 

 

 

Organising Your Workspace 

 

 

 

 

Setting A Ritual 

 

 

 

 

Meeting Management 

 

 

 

 

 


