
 
Many people struggle wi th t ime management.  There simply
does not seem to be enough hours in a day to accompl ish
al l  the tasks that need to be completed. 
 
Ef fect ive use of  t ime is very important.  Time management
is the process of  p lanning and control l ing the amount of
t ime spent on speci f ic  act iv i t ies,  especial ly wi th the goal
of  increasing ef f ic iency and product iv i ty.  

I N T R O D U C T I O N

TIME MANAGEMENT

Please contact us at: 

+27 11 274 9256/9327/9200 

training@academicadvance.co.za 

http://www.academicadvance.co.za

R 1,330 inc l  VAT(Non-WHC) 

R    800 exc l  VAT(WHC Div is ions)

C O U R S E  F E E  

Ground  F loo r  T ra in ing  Room 
31  Pr incess  o f  Wa les  Te r race  
Park town ,  Johannesburg ,  2193  
 
Courses  a re  a l so  o f fe red  i n  Durban
on  a  regu la r  bas i s .  
 
On-s i te  t ra in ing  fo r  g roups  o f  20  o r
more  w i l l  be  cons ide red  ,  sub jec t  t o
v iab i l i t y .  

V E N U E

C O U R S E   D U R A T I O N

1  day  (S ta r t  and  end  t imes  may  va ry

s l i gh t l y ,  con f i rma t ion  w i l l  be

p rov ided  on  reg i s t ra t i on )

B O O K I N G

C O U R S E   O U T C O M E

A C C R E D I T A T I O N  A N D  R E G I S T R A T I O N

T A R G E T  A U D I E N C E

Th is  cou rse  shou ld  be  a t tended  by  i nd i v idua ls  who
wan t  to  improve  the i r  t ime  management  sk i l l s  and  be
more  p roduc t i ve  i n  the  workp lace .  

Own approach towards t ime management,  
Obstacles to t ime management.  
The danger of  procrast inat ion.  
How the brain deals wi th unf in ished tasks. 
Ident i fy ing obstacles to t ime management.  
The impact of  technology on t ime management.  
Emai l  as a distractor to ef fect ive t ime management.  
Personal i ty preferences and t ime management.  
Fol lowing a t ime management process. 
Personal  energy cycle.  
Time management tools and models.  
Using technology to improve t ime management.  
The importance of  having goals in place. 
Changing habi ts.  

 

Delegates wi l l  have a better understanding of :  
 


