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Raven Global Training 
Course Syllabus

Time Management
Four Hour Outline


Course Overview:

Have you ever reached the end of your work day and asked yourself “where did the time go?” or said “I didn’t accomplish anything today.”?  Do you have too much to do and not enough time to do it?  Don’t worry, we’ve all been there.  Time management is one of those skills needed in today's 24 X 7 work life.  This course explores ways to be more productive through effective time management strategies.
Who should attend:

Individuals who have competing priorities who want to learn methods for managing time, reducing stress and anxiety, and contributing to the effectiveness of a team environment.
Course Outline (4 CPE):

8 “Ps” to being more productive

Prioritizing and making to do lists

Understanding your peak energy period and using it effectively

Identifying and eliminating time wasters

Delegating effectively
Managing expectations

Time management strategies that work!

Page 1 of 1
[image: image2.jpg]


© 2012 Raven Global Training. All rights reserved.

[image: image1.png][image: image2.jpg]