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Time Management Curriculum: Taking Control of Your Workday - SkillSoft 
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Analyze Your Use of Time

Overview/Description 
This course contains lessons on how to get organized, how to prepare a "To Do" list, how to set a Priority Matrix, and how to identify the most valuable time in a workday. 
Target Audience 
Executives, manager, supervisors, team leaders, team members and anyone else who must meet the challenge of managing their limited time to get the most important work accomplished. 

Expected Duration 
2.0 hours 

Lesson Objectives 
Getting Organized 
  realize the benefits of getting organized. 

  identify the items in a "To Do" list. 

  identify sources that affect the "To Do" list. 

The Priority Matrix 
  realize the values of prioritization. 

  identify the priority levels of a Priority Matrix. 

  identify the steps to save time. 

Most Valuable Time of Your Day 
  realize the value of managing a daily schedule effectively. 

  identify tasks to be performed at prime times and down times. 

  identify controllable time. 

  identify how to make effective use of a Time Log. 

  describe a Daily Plan.
ID: PD0101 TC "Analyze Your Use of Time" \f C \l "1" 
Set Goals and Prioritize Your Use of Time TC "Set Goals and Prioritize Your Use of Time" \f C \l "1" 
Overview/Description 
In today's competitive, fast-paced world, it is easy to become overwhelmed and lose control. You need to define your priorities and set clear goals to give shape to your life and achieve balance. You have to effectively manage your time and direct it towards your high priority goals, simplifying or eliminating your lowest priority projects. This course is all about optimally using your time to achieve your goals and be happy in life. 
Target Audience 
Executives, managers, supervisors, team leaders, team members, and anyone else who must meet the challenge of managing their limited time to get the most important work accomplished. 
Expected Duration 
2.0 hours 

Lesson Objectives 
Balancing Life 
  realize the value of balancing different aspects of their lives. 

  identify the most important aspects of their lives for goal setting. 

  identify priorities for goal setting. 

  identify areas for trade-offs to achieve balance in life. 

How-to's of Goal Setting 
  realize the value of setting goals. 

  identify the way to make trade-offs. 

  identify the components of goal setting. 

  identify the way to set goals. 

Maintaining Control 
  realize the value of maintaining control of time. 

  identify reasons for interruptions. 

  identify ways to arrange their physical workspaces to control interruptions. 

  identify behavioral techniques to control interruptions. 

ID: PD0102
Major Time Management Challenges

Overview/Description 
This course helps managers save a lot in terms of time, money and resources by delegating effectively, controlling meetings, controlling time-eaters and avoiding procrastination. 
Target Audience 
Any professional who is about to be or wants to be promoted to a managerial position, has recently become a manager, or is responsible for supervising the work done by others. 
Expected Duration 
3.0 hours 

Lesson Objectives 
Controlling Those Who Steal Your Time 
  realize the value of controlling those who steal your time. 

  identify techniques to control telephone interruptions. 

  identify the steps to be taken to control interruptions by visitors. 

  identify ways to deal with paperwork. 

  be able to choose from the different tools for managing time. 

Delegating Effectively   
  be able to realize the value of delegating effectively. 

  identify the steps for creating a proactive communications climate. 

  identify the steps to delegate effectively. 

  identify ways to prevent reverse delegation. 

Controlling Meetings 
  realize the value of planning in making meetings effective. 

  identify methods to make meetings effective. 

  identify the contents of a meeting plan. 

Overcoming Procrastination 
  realize the value of tackling procrastination. 

  identify the reasons for procrastination. 

  identify the technique to use when tackling procrastination, given a scenario. 
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Taking Control of Your Workday Simulation

Overview/Description 
Boaz Fleetwear manufactures high-performance footwear, and you are the product manager for a new line of all-terrain hiking shoes, which incorporate the latest biomechanical engineering techniques and breakthrough materials. Not only are you responsible for managing the product development process from initiation to delivery, you are also responsible for evaluating ongoing market opportunities, promoting a brand image and ensuring a line-building strategy. Boaz has finished its final round of product testing, and you've identified OUTBACK Expo as a great opportunity to introduce the new line and gain access to high-end outdoor equipment retailers and outfitters. The Expo is only one week away. You are still struggling through your pre-show marketing to-do list. Your position requires regular interaction with your cross-functional product team, and most of your days are spent answering questions and moving from one crisis to another. It's difficult for you to schedule time to focus on tasks due to constant interruptions. To make matters worse, your senior event coordinator is out of town, and your boss has asked that you take over her last minute duties for the show. You don't see how you'll be able extend your hours without sacrificing personal obligations you must take care of before leaving for the show. In this simulation, you must use analyze, prioritize and maximize your use of time in order to meet the requirements for the Expo as well as keep up with your day-to-day job responsibilities. This simulation is based on the SkillSoft series "Taking Control of Your Workday" and is based on the following courses: PD0101, PD0102, and PD0103. 
Target Audience 
Executives, managers, supervisors, team leaders, team members, and others who must meet the challenge of managing their limited time to get the most important work accomplished. 

Expected Duration 
0.5 hours TC "Taking Control of Your Workday Simulation" \f C \l "1"  
If you have questions regarding the curriculum, please contact Emalynn Robinson x7001.

