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‘ Course Overview:

Course Overview:
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Sprintzeal's Time Management Training for Employees course is
crucial for personal and professional success. This comprehensive
course equips participants with essential skills and strategies to
optimize their use of time, enhance productivity, and achieve their
goals. Through practical techniques, interactive exercises, and real-
world examples, participants will learn how to prioritize tasks,
overcome common time-wasters, and create a more balanced and
fulfilling life.

Prerequisites:

There are no prerequisites for this course. It is suitable for individuals
at all levels of their careers.

Target Audience:

? Employees and Professionals seeking to enhance their productivity

? Managers and team leaders

? Entrepreneurs and business owners

¢ Students and individuals looking to improve their time

management skills
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Key Learning Outcomes:

1 fUnderstand the importance of time management in achieving.

personal and organizational goals. .

2 ¢ Learn strategies for prioritizing tasks and managing distractions. .

tDeveIop techniques for setting goals and planning their time
 J

effectively. :

4 ¢ Enhance their ability to delegate tasks and manage

workload efficiently. .

5 ¢ Improve their productivity and achieve a better work-life balance.

Skills You Will Acquire:

¢ Time prioritization and allocation

? Goal setting and planning

? Task delegation and management

¢ Stress management and work-life balance techniques

P




SPRINTZEAL®

Empowering Professionals

Course Syllabus:

Module 1 - Time management

? Essential time management skills.

¢ Practical tips and approaches.

¢ What is time management.

¢ Time as a commodity.

? Time management habits, types of time, and the concept

of estimating time. .

Module 2 - Time management principles

¢ Critical theories like the Spent Time Matrix and a Quadrant 2 Person. .

¢ Time-based management.

fTime and resources.

? Pre-analysis of performance, goals, and objectives.

? The concept of systemization.

Module 3 - Productive work

? The difference between productive work and busy work.

Module 4 - Crisis management

? A definition of crisis management.

¢ Poor crisis management and poor time management.
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Module 5 - Planning and stress

¢ Planning as a source of stress.

? The use of prioritization to avoid disorder.

? Rules for managing time.

? How to handle emergencies.

Module 6 - Planning

? The important role that planning plays in managing time.

? Key approaches and concepts.

¢ Time management systems and quality time.

¢ Managing your phone.

Module 7 - Tips and techniques

? The use of time logs.

¢ Managing interruptions.

About Sprintzeal's Time Management Training for Employees Course:

Sprintzeal's Time Management Training for Employees Course focuses
on empowering individuals with the skills and mindset necessary to
maximize their time utilization. Gain insights into various time
management methodologies and learn how to apply them in real-world
scenarios. Join us and learn the importance of self-awareness, goal
alignment, and effective planning in both personal and professional
endeavors.




