
   

 

Time Management Course Length:  One Day 
Prerequisites: None. 

Course Description 
Conducting quality meetings within an organization greatly increases productivity. Learn how 
to identify the benefits, types and misconceptions about meetings. 
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Course Objectives 
At the end of this course, students will be able to: 
• Develop time management plans by identifying goals, creating daily plans, and recognizing 

obstacles. 

• Use technology to save time instead of wasting time; and maintain a reasonable workload by 
saying "no". 

• Increase productivity by controlling interruptions and meetings, and recognizing factors that 
adversely affect productivity. 



   

 

• Avoid information overload by identifying causes, screening information, controlling paperwork, 
and using a filing system to organize your office. 

• Communication. Learn the steps to improve nonverbal communication. 


