Time management is a critical skill
that can impact many areas of an
individual’s life.

Understand time management, its
obstacles, along with suggestions
to better manage daily tasks.

Individuals must develop effective
time management skills to minimize
unnecessary interruptions.

 Entry
 Mid‐Level

The number of activities that are managed daily can be overwhelming. Oftentimes, tasks aren’t completed due to
conflicting activities, priorities, or desires. Time management is a skill that should be used to maximize
productivity. This session addresses the challenges and components of time management, along with time
management strategies.











Define time management
Identify time management challenges
Understand the reasons for time management
Define effective time management
Review time management strategies
Identify time management obstacles
Discuss subsets of time management
Review components of time management
Develop strategies for better time management








Why is time management important?
What are time management challenges?
What is effective time management?
What are time management strategies?
What are the components of time management?
What are the impacts of not having effective time
management skills?
 How can an individual develop time management
skills?
 Why might time management be an effective tool to
achieve success?
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