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ljons for trainers and
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Target Audience

dividuals who are transitioning
0 a hew career field after 10 or
‘e years in another career, as
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overs how to apply
ment skills to




Module 10
Time Management

)bjectives

1e end of this lesson, you will
ie to:

e Time Management




Explain the benefits of time
management skills

Describe the advantages of
me management vs. Multi-

> stress and
ation at work.




Time Management

The two most powerful warriors
are patience and time, Tolstoy

ve you ever wondered how it is
some people seem to have
time to do everything that
to!




S it just that the former have less

uch more likely that they
) their time more
and practicing good
nent skills.




[ime management is not very

fficult as a concept, but it’s
prisingly hard to do in practice.

es the investment of a
Ipfront to prioritize and
Irself.




2N you get this done, you will
1at with minor adjustments,
yS, your weeks and
il have enough time for
ou need to do.




OU cannot manage time, but if

)u are not careful, time will




at you really manage is your
ity during time, and defining
es and physical action
| is the core process
) manage what you do.




Why Use Time Management
Skills?

important that you develop
clive strategies for managing
time in order to balance the
ing demands of time for
or leisure.

kills are a




Sometimes, it may seem that
here just isn't enough time to do
verythlng that you want and

having time management
IS can cause stress in




1Ice we have identified ways in
h we can improve the
igement of our time, we can
0 adjust our routines and
of behavior to reduce
] stress in our lives.




at Skills Are Required for
2ctive Time Management?

2tting your priorities and




2) Breaking your goals down
into steps that lead to
completion, and

eviewing your progress
: ds completing what is




) Prioritize and focus on
~urgent and important tasks
rather than those that are
ot important or those that
10t move you towards




5) Organize your work
schedule to allow time to

perform and to complete
tasks leading to your goals;

lake a list of your steps
] tasks requirements to
ou of what needs

1e to reach your




7) Learn to persevere and
keep at it when things are
not working out;

Avoid procrastination and




f you want to get the best results
)ssible from your life, time
inagement skills are essential.

Improve your time
nent skills, you will find
get more valuable
1in less time.




IS not about increasing the
antity of work that you

' bout making sure that you




11 Time Management Skills
That Work

Realize that time

management is a myth.




Time doesn't change.

we can actually manage is
lves and what we do with
ne that we have.

Appreciate it.




2) Find out where you’re
wasting time.

any of us are prey to time-
asters that steal time we
Jd be using much more
ively.




) you spend too much time
. surfing, reading emaill,
00K posting, texting, or
personal calls?




a survey by salary.com, 89%
respondents admitted to

Sting time every day at work.




31 percent waste roughly 30
minutes daily

percent waste roughly one
r daily

ent waste roughly two




6 percent waste roughly three
nours daily

percent waste roughly four

Nt waste five or more




Are you a time waster?

ack your daily activities so you
orm an accurate picture of
nuch time you spend on
activities.




) Create time management

ent is actually
your behaviors, not




A good place to start is by
eliminating your personal time-




4) Implement a time
management plan.

Nink of this as an extension of
third time management tip.

tive is to change your
er time to achieve
ral goal you've




One goal may be to increase
our productivity or decrease
our stress.

u need to not only set your
goals, but track them
0 see whether or not




) Use time management tools.

Vhether it's a Day-Timer, a
ftware program or a phone
the first step to physically
ging your time is to know
going now and
OW you're going to
1e in the future.




\ software program such as
tlook, for instance, lets you
edule events easily and can

making your time
2nt easier.




6) Prioritize ruthlessly.

ou should start each day with a
5sion prioritizing the tasks for
day and setting your
nance benchmark.

20 tasks for a given




7) Learn to delegate and/or
outsource.

Delegation is one of the hardest
1ings to learn how to do for
ANy business owners.

2r how small your
there is no need for
1e-person show —




Establish routines and stick
0 them as much as possible.

crises will arise, you'll be
re productive if you can
1es most of the time.




or most people, creating and
owing a routine lets them get
t down to the tasks of the
er than wasting away
ing started




) Get in the habit of setting
Ime limits for tasks.

stance, reading and




Instead, set a limit of one hour a

day for this task and stick to it.

easiest way to do this is to
a solid block of time to
ather than answering




0) Be sure your systems are
organized.

e you wasting a lot of time
ing for files on your

e to organize a file




IS your filing system slowing you
OWN?

) it, S0 it's organized to the
ou can quickly lay
 on what you need.




11) Don't waste time waiting.

From client meetings to dentist

appointments, it's impossible to
v0|d waiting for someone or

't need to just sit there
dle your thumbs.




Your tablet or Smartphone will

elp you stay connected.

can be reading a report,
1g a spreadsheet,
g your next marketing




our Time Belongs to You

1d here's the most important
e management tip of all.

Je in control and
vhat you want to




)u have to come to grips with
Ime management myth and
ontrol of your time.




10 More Time-Saving Skills

Have a regular place for
hings and put them back
en you’re done with

2m.

vays set your keys on
e hall when you




~ And you will never waste time
looking for them.

d what works with your
vill work with just about

g else that you use
[0




2) Don't multitask.

's one of the biggest time
asters there is for most




witching from one task to
other makes it difficult to tune
listractions and can cause
| blocks that can slow

r progress.




3) Use a calendar and write
down everything you need
to do and when you need to
lo it — on the same calendar.

n't matter whether your
alendar is electronic or




What matters is that you create
and maintain one "appointment
central”, a one-stop shop of
everything you must and want to

S serves two purposes;

es you don't miss
important




4) Relearn how to focus.

Many of us waste a lot of time
just because we're so easily
distracted.

tead of focusing on one task
'nlshlng it, we allow
es to be pulled off task

iginal task




) Stop procrastinating.

qrastination in itself isn't bad.

ou're procrastinating




Problems grow and
misunderstandings will multiply.




6) Plan your trips and
consolidate your chores.

nagine you have seven items
our grocery list.

of making one visit to a
ore and buying all of
e seven separate
em each time.




That's the equivalent of what
1any of us do with our shopping

0 save time, think




Some things can be picked up
done on the way to or from
ork.

) to one place can be
Include other stops
e to one another.




7) Learn to love routine.

R0utine Is the number one time
ver that we have.

go to the same coffee
morning — with such
whichever barista




Now that's a time-saver!

Routine doesn't always speed
) customer service, but it
tainly makes it easier to find
and get things done.




) Plan your meals ahead of
time.

nu planning in advance
2eds the meal preparation




ou're not holding a family
1ference about what you
|d have that night or you
o rush out right before
) get some missing




J) Learn what your personal
time-wasters are and

eliminate them.




s less than five minutes to
vhat to wear when you
ight before — and that
1g out the clothes.




1ce you know what your
orite personal time wasters
t Is usually easy to come up
rategy to stop doing




10) Stop Worrying.

ome of us would easily
crease our life spans by twenty

' unt of time we spent




Worrying seems to be
- embedded in some people's
personalities.

ven if you're one of those
)ple who seems to be a
al worrier, it's still worth
J on cutting back on our




sson Summary

using your time more
and practicing good
ent skills.




Sometimes, it may seem that
here just isn't enough time to do
verythlng that you want and

having time management
IS can cause stress in




me management is not very

ficult as a concept, but it's
orisingly hard to do in practice.

es the investment of a
pfront to prioritize and
self.




OU cannot manage time, but if

are not careful, time will




IS Important that you develop

fective strategies for managing
r time in order to balance the
iIcting demands of time for
and for leisure.

gement skills are a
part of our life.




1ce we have identified ways in
ch we can improve the
agement of our time, we can
to adjust our routines and
of behavior to reduce
d stress in our lives.




WorkshopsGo!
ONLINE Warkforce Readiness Skills Series

A Guide to Teaching Workforce Readiness Skills ONLINE

9 ONLINE Workshops, 9 Manuals
and 9 Certificates

Critical Thinking and Problem Solving Skills
Creativity and Innovation Skills

Flexibility and Adaptability Skills
Communication and Collaboration Skills
Social and Cross-Cultural Skills

Initiative and Self-Direction Skills
Productivity and Accountability Skills
Leadership and Responsibility Skills
Financial Literacy Skills YWorkshops

Order a FREE PREVIEW at Website
Or call D.Harold Greene, CCMT https:/fwww.dharoldgreene.com/workforce-

(910) 6794319 readiness




WorkshopsGO!

WorkshopsGO!

wol'kshop Sef'\eg



https://www.dharoldgreene.com/workforce-readiness-master-trainer

rain On Your Smart Phone, Tablet, Laptop or Desktop Compute

Organizations can now train
thousands of staff or clients
anytime, 24/7, anywhere
individually, citywide, <
nationwide or wo




elping People “Who Do Not Want to (or Cannot) Go to College

Our workforce readiness, diversity and life
preparation skills workshops will train anc
staff or clients on community centric’

~ readiness, diversity and life preparat




lelping People “Who Do Not Want to (or Cannot) Go to College

They would be prepared to go out into their
communities to teach other youth and adult
“‘who do not want to (or cannot) go to col
workforce readiness, diversity and life




lelping People “Who Do Not Want to (or Cannot) Go to College




2lping People “Who Do Not Want to (or Cannot) Go to College

and to help them to electronically m
the completion of all online workshops f
by the organization.




Faith Institute

v'A Simplified Online Training Infrastructure
v’ Simplified Certificate Training
v'Easy Access ONLINE Workshops
v'Reduced Training Costs

Reduced Days Off for Traini




Faith Institute

v'Reduce Travel Expenses for Training
v'Access to Over 200 Online Workshops
v'Workforce Readiness Skills
v'Start-a-Business Skills

ife Preparation Skills




More Comments About Our Workshops

“Our certificate workshops can teach studen
work in a manufacturing plant or they can
to start their own manufacturing busine,

old Greene, CCMT




v NO SET-UP FEES! Start Immec




Faith Institute
One Year Subscription Plan

Our Faith Institute one year
subscription plan is available for
you to easily offer one low price

for ALL of our Faith Institute
training program workshops for
use by one or multiple training

e U -



mailto:trainers@faithinstitute.org

Faith Institute
Individual Subscription Plan

(Specify Single Workshops)
(Click on the “secure blue” links below to register)
$149.95- (1-10 Attendees) Register
$144.95 - (11 — 24 Attendees) Register

$139.95 - (25 Plus Attendees) Register



https://faithinstitute.digitalchalk.com/dc/learn/organization-site-one-year-license-specify-single-workshop
https://faithinstitute.digitalchalk.com/dc/learn/city-district-site-one-year-license-specify-single-workshop
https://faithinstitute.digitalchalk.com/dc/learn/state-or-county-site-one-year-license-specify-single-workshop
https://www.faithinstitute.org/Workforce-Readiness.html

Faith Institute
Corporate, Government and Non-Profit
Organization Subscription Plan

(Specify Single Workshops)
(Click on the “secure blue” links below to register)
$ 13,495 - (100+ attendees) Register
$ 20,093 - (150+ attendees) Register

26,590 - (200+ attendees) Register



https://faithinstitute.digitalchalk.com/dc/learn/organization-site-one-year-license-specify-single-workshop
https://faithinstitute.digitalchalk.com/dc/learn/city-district-site-one-year-license-specify-single-workshop
https://faithinstitute.digitalchalk.com/dc/learn/state-or-county-site-one-year-license-specify-single-workshop
https://www.faithinstitute.org/Workforce-Readiness.html

More Comments About Our Workshops

“Our certificate workshops can teach students |

work in a manufacturing plant or they can lee
to start their own manufacturing business”

D.Harold Greene, CCMT
alners@faithinstitute.org
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Program Author
D. Harold Greene is the author of

The Rites of Passage for
Males Manual

University Press of America / Rowan Littlefield,
2008

Qur 18th Year

ute, headquartered in
IS one of only two
owned, national




THE RITES OF
PASSAGE FOR
'S MANUAL
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https://www.faithinstitute.org/
https://www.workshopsgo.org/

The Rites of Passage for Males
by D.Harold Greene, CCMT

Available in Libraries Nationwide

University of North Carolina Library System at Chapel Hill,
Winston Salem State University C.G. O'Kelly Library,
Tidewater Community College, Chesapeake, VA
iversity of North Florida, Carpenter Library, Jacksonville, FL
'-qhardt College Freeman Library, Waleska, GA T
ill Learning Center, Waleska, GA -

k Public Library System, New York, NY 'THE RITES OF &
. ! PASSAGE FOR
heastern University, Ft Lauderdale, FL

 MALES MANUAL |+

igital Library, Ann Arbor, MI - .
Just About Evarytthing 2 Young Man Needs
Library, Ann Arbor, Ml kel

D. HAROLD GREENE
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Contact Us

more information about our Faith Institute Programs or tc
in our catalog, go to our website:

https://www.faithinstitute.orqg/

Faith Institute Progra



https://www.faithinstitute.org/
https://www.faithinstitute.org/

Comments About Our Workshops

“l learned more valuable usable techniques in a
very short time than ever. The best part is the
curriculum, content; presentation and workbooks,
(and they) are priceless.

| highly recommend your Certified Community
Master Trainer Program .RG, Washington, D.C.

100%
h
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mailto:trainers@faithinstitute.org
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