	
	Time Management
8 Hours

@ our facility in Atlanta or Your Facility

	

	Meeting called by:
	Your Agency/Company

	Type of meeting:
	Non-Certification Training Class

	Facilitator:
	DTI Training Consortium Primary Instructor
MBA/Certified Government Instructor/Minimum 300 hrs experience.

	

	Attendees:
	Employees and Managers who need assistance in organizing and prioritizing their day to day schedule

	Please read:
	This is a training seminar that involves individual group and team exercises. Students will participate in live scenario exercises designed to illustrate the topics discussed.

	Please bring:
	Pen, pencil, hi-lighter etc. 
Course Textbook and CD 
are provided by DTI

	

	
	Agenda Topics



	
	Introduction
	

	
	*Identify and take responsibility for time-management concerns

* Fend off casual, drop-in office visitors

* Maximize workspace through better organization

* Set time limits for projects and meetings

* Keep phone calls and emails from taking over their day

* Plan for the unexpected, while building in enough time for projects

* Set goals and prioritize each day's tasks

* Break down tasks into smaller segments, delegate to others
	

	
	
	

	

	
	

	
	

	Special notes:
	At the core of this training is the fact that we all get the same 24 hours a day, but how we use those hours greatly impacts our success or failure.

Effective leaders explore how to tackle time head-on, learning how to prioritize tasks and address common daily interruptions such as phone calls and e-mail.
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