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To the workshop
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TIME MANAGEMENT

Learning for Success, Learning for Prosperity

dale 2o g8
Regulations

Learning for Success, Learning for Prosperity el I alatll ¢ Laill alail)



alail]
Learning methods

Learning for Success, Learning for Prosperity

Jand) A5 g Cilaai
Objectives of the workshop
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After the workshop, learners will be able to :
» Make strategies to reduce the time barriers in your work

» Use steps of time management to make work plan

> Set up personal management strategies a :
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Time Management
What is time management?
Time stealers

Process of time management

Management

v N YV VYV =

S gl oA La
What is time?
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Time is a resource
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What is time management?
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Time management is to identify the
time you can control.
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When you manage time you use

time to think and make plan before
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Papers work
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Phone calls
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Time stealing
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No clear objectives
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Can not say “No”
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Strict control
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Goal and objective
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Goal are the statements:
« Give a general tendency
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Goal and objective
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Objectives are the statements:
Sladl Caal v
G of e A @l o
s e O
Leiadle / Lgihan) (S v
Lol (K v

Clasil jial o Jlee e
Describe specifically:

result that should be achieved,
when and by whom
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Goal and objective
SMART «ix
SMART objective .
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Specific

Measurable
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Action steps
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»Describe specific tasks

>the list of necessary works to reach the objective
»Start with a action verb!!! _,_-_,fj 2
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Urgency

requires the
immediate attention

Importance
has a significant effect
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A — need to do
B - should do

C — nice to do
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Quadrant of time management
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Quick and simple High priority
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v'Get clear objectives

v'Know the priority
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Process of time management

Set goal
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Divide goal intp small objectives
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Define managTble action steps

Prioritise;jf action steps
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Managing your working place
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Managing papers
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Frequent (active)
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Non-frequent (inactive)
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Managing your papers
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Managing papers
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Managing your working place
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Managing telephone
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v" Phone calls - a task
v Plan for phone calls

v' Screen calls
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Managing your working place
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Managing meetings
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What is a saving time
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Managing your working place
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Control your desk

Tidiness is crucial
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Planning your project
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A project is a work with a

definite starting and ending
points of time.
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_Project may have s
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Planning project
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Factors of planning project
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Project objectives
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