Bl GINC

Focus, Prioritize, Succeed: Time IT Academy
Management for Today's Workforce nfe@biginecom
° ° Iginc.com

Tralning

Duration: 2 Day

Overview

Learn how to manage time effectively, prioritize tasks strategically, and maintain productivity in
today’s fast-paced work environment.

The Focus, Prioritize, Succeed: Time Management for Today’s Workforce course is a practical
professional development program designed to help employees improve productivity, organization,
and focus while managing competing priorities in modern workplace environments.

In today's demanding business landscape, effective time management is essential not only for
completing tasks but also for maintaining focus, reducing stress, and achieving sustainable work-life
balance. This course equips professionals with proven tools, techniques, and productivity strategies to
work smarter and more efficiently.

Throughout the training, participants explore key topics including:

e Task prioritization

Goal setting

Focus management

Productivity optimization

Workload planning

Calendar management

Time-blocking

Managing procrastination and workplace distractions

Using real-world business scenarios, hands-on exercises, and self-assessment activities, learners
develop practical habits that improve efficiency, strengthen daily performance, and support long-term
professional success.

This course is ideal for professionals managing busy workloads, multiple projects, or high-pressure
responsibilities while seeking greater organization and work-life balance.

Prerequisites

There are no formal prerequisites for this course. However, basic workplace experience and
familiarity with daily task management are recommended.
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Who Should Attend

This course is ideal for:

Busy professionals

Managers and supervisors

Project managers

Employees managing multiple projects

Professionals seeking better organization and productivity
Individuals aiming to improve work-life balance

Leaders focused on performance optimization

This program is suitable for both new professionals and experienced leaders who want to maximize
productivity and improve workplace effectiveness.

What You Will Learn

Participants will learn how to:

Identify modern workplace time management challenges
Prioritize tasks effectively

Align daily actions with organizational goals

Use planning and scheduling techniques efficiently
Minimize distractions and time-wasters

Overcome procrastination habits

Maintain focus and energy throughout the day

Balance multiple responsibilities effectively

Create personalized productivity action plans

Outline

Module One — A Personalized Approach to Time
Management

Personality and time management styles
Defining time management

Traditional time management methods
Nontraditional productivity approaches

Module Two — Understanding Your Time
Management Style
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Working smarter, not harder

Assessing your time management style
Identifying productivity habits
Personality-based productivity strategies

Module Three — The Traditional Approach to
Time Management

Coordinating personality and time management styles
Understanding traditional productivity systems
Capitalizing on multiple management styles
Customizing your workflow

Perceptions and misperceptions about productivity

Module Four — Eliminating Procrastination

Understanding procrastination
Techniques for overcoming procrastination
Categorizing tasks effectively

[ ]
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e Prioritization methods

Module Five — Managing People and Managing
Yourself

Setting healthy boundaries
Managing interruptions
Building support networks
Self-management techniques

Module Six — Managing Paper and Workspace
Organization

e Reducing clutter
e Organizing files and documents
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e Maintaining a clutter-free workspace
e Saving time through organization
e Evaluating and managing tasks effectively

Module Seven — Planning and Scheduling
Techniques

Creating daily and weekly schedules
Time-blocking
Task batching
Calendar optimization
Incorporating buffer time
Managing interruptions
Hands-on exercise:
o Building a personal one-week work plan

Appendix

Procrastination assessment tools
“Saying No" workplace scenarios
Desk organization blueprint
Master task lists

Time management style grids
Productivity evaluation tools
Priority matrix frameworks
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