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Time Management 
 

Course Aims 

To raise awareness of where our time goes and to provide the skills necessary to 
manage time more effectively.  This course provides an understanding of the link 
between behaviour and poor time management, and also provides the skills 
necessary to delegate effectively and be more assertive towards those who 
constantly demand our time. 
 
By the end of the session, attendees will: 

• Understand the way we think about time and how it affects the way we 
manage ourselves 

• Know how to jumpstart procrastination and become more self-motivated to 
do tasks 

• Describe a range of techniques associated with managing ourselves around 
time and when each should be used 

• Be able to identify personal time wasters and how to remove them from 
their everyday work 

• Be able to prioritise tasks and workload to ensure they are working on the 
right things 

• Be confident in managing other people expectations and saying no when 
required 

• Describe a range of tools and models that will support the way we plan our 
days and how these can be used to influence others. 

• Know how to apply the techniques in a range of different settings i.e. 
working from home or in the office  

  

Course Content 

• Tools and techniques to manage time more effectively 
• Changing the way you think about time 
• Other people’s behaviour and how this affects the time you have 
• How to say no 
• Delegation and assertiveness – an introduction 
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Time Management Course Overview 

Course Benefits 

Being able to manage your time effectively reduces stress and allows us to focus 
more on the things that are important to us. This course will provide a range of 
techniques that when applied, will reduce stress, increase confidence and allow 
you to deliver to schedule. 

   

Session Breakdown 

Why Manage Time 
• What is Time Management and the benefits of being able to manage time 

more effectively 
• How good are you at managing your time now? 

  
Where does time go? 

• Understand what and who takes up your time 
• Identifying time wasters and how to eliminate them 

  
Change the way we think 

• Understanding how our own beliefs and behaviours impact on our ability to 
manage time 

• Taking a different view of the tasks that we dislike like doing to ensure they 
do get done 

  
Procrastination 

• What is procrastination and why do we do it? 
• What can we do to jump start procrastination 

  
Dealing with Over Commitment 

• Planning more effectively to make more time available 
• Having the confidence to say no 
• How being more assertive will help  

 
Prioritisation 

• Identifying which tasks you should be working on 
• Using techniques to prioritise tasks 
• Managing others expectations 
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Time Management Course Overview 

Delivery Options 
 

  
In House 

We can deliver this course at your 
business anywhere in the UK, Ireland or 

the rest of Europe. 
 

Contact us for a quote to have this 
course delivered in-house. 

Open Course 
We deliver this course as an open 

course in towns and cities across the 
UK and Ireland. 

 
Each space costs £299 / €299 per 

person. 
 
 
 
Course Information 
 
This is a one day training event that Revolution Learning and Development deliver 
as an open course or as an in-house course. 
 
When we deliver this course in house, we can make this more bespoke to your 
needs. 
 
The cost of our open courses includes the learning materials, refreshments during 
the day and lunch. 
 
To discuss your individual needs, email hello@revolutionlearning.com or call us. If 
you’re in the UK it’s 03333 444575 and if you’re in the ROI it’s 015549779  
 
Booking terms and conditions are available on our website. 
 
 
 
 

 

 

 


