
Time Management Review 
PRE-WORK

‘In order to make sure we manage our time 
better we need to identify what takes our 

time and energy’



Person who has inspired me most in life 

Most memorable thing you have ever done 

A career success you are particularly proud 
of 

My time review 

Activity Outcome Time spent Derailers/ enablers  

Time 
management 

problems 

Mastering 
time

Effective use 
of working 

hours
Critical skills 

Resources

• Lack of Goal setting…………………………………………….
• Procrastination…………………………………………………….
• Poor organisational skills……………………………………….
• Low need for achievement……………………………………
• Anxiety……………………………………………………………….  

Time 
management 

model 

• Prioritising…………………………………..
• Goal setting…………………………………
• Decision making………………………….
• Eliminating…………………………..........
• Effective use of time……………………

• Set the scene…………………………….
• Concentrate, stay focused…………..
• Reward yourself……………………………

Templates……………..........
Procedures…………………..
Check…………………………..

Work skills…………………………
Social skills………………………..
Manual skills……………………..


