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Managing Time & Priorities Workshop
“Time management is life management.” 
— Robin Sharma
                                   


	
Workshop Objectives

· Improve productivity through effective time management and prioritisation practices 
· Strengthen decision-making using urgent-important prioritisation frameworks 
· Reduce workplace distractions and interruptions impacting business outcomes 
· Enhance execution through structured planning and task organisation techniques 
· Increase workplace efficiency using Pareto-based prioritisation methods

What this module contains 
· Time Management Fundamentals 
· Self-Management Principles 
· Workplace Prioritisation Techniques 
· Urgent vs Important Framework 
· Eisenhower Matrix Fundamentals 
· Crisis Management Awareness 
· Planning and Scheduling Practices 
· Managing Workplace Distractions 
· Managing Interruptions Effectively 
· Daily Diary Management 
· Task Organisation Techniques 
· Pareto Principle Fundamentals 
· 80/20 Productivity Rule 
· Productivity Improvement Practices 
· Focus and Execution Strategies
· Top of FormBottom of Form
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