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TIME MANAGEMENT 

Introduction 

Many people struggle with time management. There 

simply does not seem to be enough hours in a day to 

accomplish all the tasks that need to be completed. 

Effective use of time is very important. Time                 

management is the process of planning and controlling 

the amount of time spent on specific activities,           

especially with the goal of increasing efficiency and 

productivity. 

Target Audience 

This course should be attended by individuals who want 

to improve their time management skills and be more 

productive in the workplace. 

Course Outcomes 

Delegates will have a better understanding of: 

 Own approach towards time management, 

 Obstacles to time management. 

 The danger of procrastination. 

 How the brain deals with unfinished tasks. 

 Identifying obstacles to time management. 

 The impact of technology on time management. 

 Email as a distractor to effective time management. 

 Personality preferences and time management. 

 Following a time management process. 

 Personal energy cycle. 

 Time management tools and models. 

 Using technology to improve time management. 

 The importance of having goals in place. 

 Changing habits. 

Course Duration 

08h30-15h30  

Venue 

1st Floor Training Room, Wits Health Consortium (Pty) Ltd 

8 Blackwood Avenue, Parktown, 2193 

 

Special requests will be considered, subject to viability.  

Course Fee 

R 1,250  VAT Incl. 

R    750 (WHC Divisions) 

Booking 

Please contact Melody Maddocks or Janine Roper. 

+27 11 274 9256/ 274 9368 / 274 9200 

training@academicadvance.co.za 

http://en.wikipedia.org/wiki/Planning
http://en.wikipedia.org/wiki/Efficiency
http://en.wikipedia.org/wiki/Productivity

