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Ordinary people talk about 

spending time; great people 

use time to get ahead by 

investing in it. 

Don’t allow the day to run you, 

learn to run the day  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Be willing to pay the price to 

get the prize; exchange your 

old time wasting habits for 

good time management 

behaviour 

Time management is a very valuable skill in today’s world. It is about 
controlling the use of the most valuable yet undervalued resource – 
Time. 

How we use that time, however, can greatly influence how effective 
we become. This module is designed to ensure that you are aware of 
your current time management techniques and what you can do to 
improve them over the short, medium and long-term. 

It also looks at many of the most common time-wasting activities that 
occur in most businesses and provides guidance on how to avoid 
them, thereby maximizing value of our most perishable resource, time. 

How will you benefit? 

Upon completion of this program, you’ll be able to 

 Evaluate your current time management practices 

 Explore how to manage your time better 

 Discover what your time-management priorities are 

 Determine the best time of the day when you have the most 
energy  

 Learn the important and urgent tasks 

 Manage your energy 

 Set life goals and discover what you need to accomplish them 

What does the program cover? 

 Understand your behavior with respect to time 

 Find your prime time 

 Set goals 

 Time management steps you can take today 

 Learn to delegate and take help 

 Procrastination and how to overcome it 

 Urgency syndrome and its negative impact 

 Identify technology and other time-wasters 

 Important and urgent tasks 

 How to de-clutter life 

Who should attend? 

 Beginner 
 Practicing 
 Proficient  

Learning methodology 

Andragogy based on 

 SOLE 

 Differentiated instruction 

 Blended learning 

 Transformational learning 
Our modules are deep customisations based on AIDDE or SAM. This 
program plan is only indicative. 

Our goal in creating the program is to help you understand the 
nuances of managing time and your energy to be more productive in 
today’s demanding environment. 

Duration, Next Steps & Pricing 

Discuss your brief with our consultants. Get a customised intervention 
plan that meets your objective, works within your time frame and is 
budget-friendly. Write to us at: pallab@pallabmitra.com 
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