‘Time

Management
Other ‘Planning &

Organisation Courses
e Strategic Planning

e Goals and Goal Setting
e Project Management

Other Personal
Development Courses

Stress Management

Conflict Management
Developing Assertiveness
Goals and Goal Setting
Professionalism in the Office
Effective Communication
Business Etiquette and
Professionalism



https://www.cto.com.au/

What you will Learn

v Distinguish between urgent and important
to focus on what truly matters

v Plan your time around priorities, not just
demands

v Eliminate time-wasters and protect
productive time

v Use scheduling and planning tools
effectively

v Handle interruptions and manage
competing demands

v Delegate appropriately to leverage your
time

v Create sustainable work habits that
maintain productivity

Who should Attend

This essential program is desighed for busy

professionals who want to accomplish more

without working longer hours. Ideal

participants include:

* Managers Jjuggling multiple
responsibilities

* Project managers coordinating complex
schedules

¢ TIndividual contributors with demanding
workloads

* Anyone feeling overwhelmed by time
pressures




Cowrse Modules

Module 4. Eliminating Time-Wasters

¢ TIdentifying where your fime actually goes versus
where you think it goes

® Common time-wasters and the habits that enable
them

® Protecting productive time from low-value
distractions

® Building structure that defends your focus by
default

Module 5. tools and Systems that work
® Choosing scheduling and planning tools that fit

how you actually work
Calendar discipline - time-blocking, buffers and
realistic estimating
Avoiding tool overload, Keeping your system
simple enough to sustain
Reviewing and adjusting your system as priorities
shift

Module 6. Handling Interruptions and

Competing Demands

® Why interruptions cost more than the time they
take

® Strategies for managing interruptions without
damaging relationships

® Triaging competing demands when everything
feels urgent

* Protecting focus time in an open, always - on work
environment
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