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Managing Time & Tasks Effectively

Duration: 1 day

Course Overview

Welcome to the "Managing Time & Tasks Effectively"
training program! This comprehensive one-day
workshop is designed to equip participants with
practical strategies and tools to optimise their time
management skills and increase productivity. Time
is a finite resource, and effective time management
is essential for success in both personal and
professional life.

In this training, you will explore techniques to
prioritise tasks, set SMART goals, and overcome
common time management challenges. Through
interactive exercises and real-life scenarios, you will
gain insights into managing distractions, enhancing
focus, and achieving a healthy work-life balance.

By the end of this program, you will be empowered
to take control of your time, boost productivity, and
accomplish tasks efficiently, leading to improved
performance and reduced stress.

Whether you are a busy professional, manager,
student, or anyone seeking to enhance time
management skills, this program will provide you
with the tools and knowledge to make the most of
your time and achieve your goals.

Join us for an engaging and transformative learning
experience that will enable you to manage your time
and tasks effectively for greater success and well-
being.

Who should attend?

This program is suitable for professionals,
managers, students, and individuals from all walks
of life who seek to enhance their time management
skills and increase productivity. Whether you are
juggling multiple responsibilities, seeking to
optimise work processes, or striving for better work-
life balance, this training will benefit you if you aim
to take control of your time and tasks effectively.

Context

After this course, you will be empowered to take
control of your time, boost productivity, and
accomplish tasks efficiently, leading to improved
performance and reduced stress.

How certification is earned

Upon successful completion of this course, you will
be awarded a certificate of attendance from Expleo
Academy.

Prerequisites & pre-reading guidelines
There are no specific prerequisites for this course.

Related courses
Attendees may also be subsequently interested in
e Developing Confident and Assertive Behaviours

Course Objectives

On completion of this training, attendees will be able
to:

e Set SMART Goals and Prioritise Tasks:

o Define SMART goals and apply them to
personal and professional objectives.

o Prioritise tasks effectively based on their
importance and urgency.

¢ Identify and Overcome Time Management

Challenges:

o Recognise common time management
challenges and their impact on
productivity.

o  Apply strategies to overcome
procrastination and improve time
utilisation.

¢ Enhance Focus and Minimise Distractions:
o Develop techniques to enhance focus and
concentration on tasks.
o Manage distractions and maintain
productivity in a digital age.

e Utilise Time Management Tools and Techniques:
o Explore a range of time management tools
and techniques to improve efficiency.
o Implement strategies to manage time
effectively across various tasks.

e Develop an Effective Time Management

System:

o  Create a personalised time management
system that aligns with individual needs
and goals.

o Integrate time management principles into
daily routines and habits.

e Achieve Work-Life Balance:

o Identify the importance of work-life
balance for overall well-being and
performance.

o Implement strategies to achieve a healthy
balance between work and personal life.



Course Outline

Introduction to Managing Time & Tasks
Effectively

e Recognising the importance of effective time
management in personal and professional life

e Identifying the benefits of optimising time
management skills

Setting SMART Goals and Prioritising Tasks

e Defining SMART goals and their application to
personal and professional objectives

e Applying prioritisation techniques to manage
tasks efficiently

Identifying and Overcoming Time
Management Challenges

e Recognising common time management
challenges and their impact on productivity

e Applying strategies to overcome procrastination
and time-wasting habits

Enhancing Focus and Minimising Distractions

e Developing techniques to enhance focus and
concentration on tasks

¢ Managing distractions and
productivity in a digital age

maintaining

Utilising Time Management Tools and

Techniques

e Exploring a range of time management tools
and techniques to improve efficiency

e Implementing strategies to manage time
effectively across various tasks

Developing an Effective Time Management

System

e Creating a personalised time management
system that aligns with individual needs and
goals

e Integrating time management principles into
daily routines and habits

Achieving Work-Life Balance

e Identifying the importance of work-life balance
for overall well-being and performance

¢ Implementing strategies to achieve a healthy
balance between work and personal life

expleoacademy.com

Training Methodology

This training program adopts a practical and
experiential approach. Participants will engage in
group discussions, case studies, time management
exercises, and hands-on activities to explore and
apply time management principles.

Facilitators with expertise in time management and
productivity will provide personalised feedback and
guidance to support participants in developing
effective time management skills. The training will
create an interactive and supportive environment,
enabling participants to practice and refine their
time management techniques.

Contact

Patricia McGuire

Head of Training

Expleo Technology Ireland Ltd
M. +353 (0)87 235 5902

W. expleoacademy.com
pat.mcquire@expleogroup.com
academy-UKI@expleogroup.com
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