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An Effective time management development program involves planning and using conscious 
control of time spent on specific tasks to increase productivity, ultimately leading to the success 
of a business. Poor time management results in consequences such as missed deadlines, untidy 
work and a bad reputation. Those who succeed at managing their time clarify and manage 
their priorities and eradicate ineffective and time- consuming task.  Moreover, they follow the 
12 guidelines of effective time management, have a good perception of time, and know how to 
increase their productivity levels in a fast-paced world.

 Time Management
Development Program

• Organize and plan your priorities.
• Develop a strategy to optimize your 
relationship to the environment.
• Use an agenda to plan your business.
• Recognise the importance of personal 
organization and workspace.
• Manage your time in a way that serves your 
goals without spreading yourself too thinly.
• Detect opportunities to optimize the 
relationship between energy and efficiency.
• Avoid false urgency.
• Take a step back to help you accept your 
choices.

• Make a useful contribution to the 
performance of your company or unit.
• Identify the different cultural and personal 
perceptions of time and using their differences 
and similarities to your benefit.
• Cooperate effectively in international and 
multicultural projects.
• Optimize cooperation at a distance.
• Take a step back from unexpected events.
• Develop your ability to remain calm, without 
succumbing to panic.
• Choose the appropriate actions with the 
least risk.

This program will enable you to:

1. Focusing on your priorities
2. The 12 guidelines of effective time management
3. Managing your time strategically
4. Improving performance through time perception
5. Increasing your productivity in a fast-paced world

Topics covered under this program are:


