Time Management Review
PRE-WORK
‘In order to make sure we manage our time (ou*® 76"’20
better we need to identify what takes our
time and energy’




Templates........
Procedures......

My time review

A

e

Resources

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

—\

Time
management
problems

Lack of Goal setting.......cccceevevieneenenieeeceeceeieene,
Procrastination........cceceevvieenieeinieeniiecseeessee e
Poor organisational sKills.........cccceevieniiniiiniennieniee,
Low need for achievement.......cccceceveeieeveccreneennenne,
ANXIEEY . eiitiiiirieirieerte e sre s ssrne e e s san e e s saeeens

Time Matsi’tme:ng *  PriofitiSing......cccvevvievinininiinninennens

o Goal setting......cccevveeveevierienieneeins

management « Decision making........ccoceevvervenuennnene

model o EliMIiNating......ocveveveveeeeeereeseeeene,

« Effective use of time......cccecvvruenenne.

Effective Use « Setthe scene......evervencieneennenn
w : : « Concentrate, stay focused..............
Critical skills of working
hours « Reward yourself......ccoevirvenceniennnns




