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Time Management 

This course outline should be used to determine whether the course is appropriate for the student, based on current skills and training needs.

	Duration:

	1 Day

	Audience:

	Individuals who wish to improve their skills in maximising their time and effectiveness.

	
Course Topics:

	

	Time Management Facts

Time Thieves

Effects of Poor Time Management
· Stress
· How You Respond

Time Management Tools
· Managing Stress
· To Do Lists
· Prioritising
· Managing Paperwork
· Managing E-mail
· Delegating
· Dealing with Interruptions
· Planning
· Goal Setting

Crisis Management

Quick Tips
Action Plan
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