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Time and Self Management
	Duration:
	2 x ½ days

	Objectives:
	For participants to understand the importance of good time  management and to enable them to improve their own time management by applying principles and tips to make them more effective and efficient.

	Content:
	Session 1

What is time management?

Identifying wasted time

How to get organised

Time management solutions

Make time principles

How to handle interruptions

Session 2

Review of time log

Time management matrix 

Assertiveness & communication

Tips for working with multiple bosses

Delegation



