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Course Information
· Duration: 2 Days (8:00 AM – 3:00 PM) 
· Delivery Mode: In-Person 
· Target Audience: Employees, team leaders, and professionals seeking to improve productivity, prioritization, and time management practices in the workplace 
· Course Language: English
1. Course Overview
This training program is designed to enhance participants’ ability to effectively manage time, prioritize tasks, and improve productivity in dynamic work environments. The course focuses on practical techniques and tools that enable participants to plan, organize, and execute tasks efficiently while minimizing time wastage and stress.
2. Learning Objectives (Aligned with Competency Requirements)
Upon completion of the program, participants should be able to:
	Code
	Learning Objective

	LO1
	Identify key obstacles to effective time management and apply mitigation strategies

	LO2
	Apply structured time management tools, techniques, and frameworks

	LO3
	Identify and address key time-wasting behaviors

	LO4
	Plan and prioritize activities effectively

	LO5
	Set SMART objectives aligned with long-term goals

	LO6
	Manage interruptions and communication flow effectively

	LO7
	Delegate tasks to optimize performance

	LO8
	Build a sustainable time management process

	LO9
	Develop personal and professional action plans


3. Course Structure & Training Alignment Matrix
	Unit
	Key Topics
	Linked LOs
	Training / Learning Level
	Engagement / Activity Type
	Activity Classification
	Assessment Method

	Unit 1: The Basics of Time Management
	· What is Time?
· What is Time Management?
· Benefits of Effective Time Management
· Value of Time
· Symptoms of Poor Time Management
· Causes of Poor Time Management
	LO1, LO2
	Understand
	Facilitated group discussion, concept mapping, guided reflection
	Practical
	MCQs, diagnostic assessment

	Unit 2: Time Awareness & Self-Assessment
	· The Time Planning System
· Planning Stages
· Planning Stage I: Where am I?
· Symptoms of Being Out of Balance
· Dreams Record 
· Locus of Control
	LO1, LO3
	Analyze
	Self-assessment tools, guided reflection exercises, individual analysis
	Practical
	Diagnostic tools, self-assessment results

	Unit 3: Time Planning
	· The Two Governing Principles of Time Management
· Changing Unproductive Habits
· Planning Stage II: Where should I be?
· Setting & Seeking SMART Objectives
· Writing Goals with the 3P’s in Mind 
· Planning Stage III: How do I get there?
· Strategy Formation
· Setting Priorities 
Urgent vs. Important Matrix 
· Pareto Principle 
Scheduling
	LO2, LO4, LO5
	Apply
	Hands-on workshops, planning exercises, group activities
	Practical
	Scenario-based assessment, application tasks

	Unit 4: Optimizing Time with People
	· Handling Interruptions
· Effective Telephone Communication 
· Handling Unproductive Meetings
· Effective Delegation
· Assertive Communication and Saying “No”
	LO6, LO7
	Evaluate
	Role-play activities, simulations, group discussions
	Practical
	Scenario-based evaluation, observation

	Unit 5: Boosting Personal Productivity
	· What is Personal Success?
· Managing Paper and Digital Workload
· Handling Information Overload
· Dealing with Procrastination 
· Limiting Time Wasted on Social Media
	LO3, LO8
	Analyze / Evaluate
	Case studies, applied exercises, guided reflection
	Practical
	MCQs, scenario-based assessment

	Unit 6: Action Planning & Resources
	· Action Plan
· Recommended Resources
	LO9, LO8
	Create
	Coaching session, action planning workshop, guided development
	Practical
	Practical submission (action plan)


4. Delivery Plan (Timetable Overview)
Day 1 (8:00 AM – 3:00 PM)
Objectives: LO1, LO2, LO3, LO4, LO5
	Time
	Topic
	Engagement / Activity Type
	Activity Classification
	Assessment

	08:00 – 08:30
	Introduction & Pre-Assessment
	Presentation + baseline test
	Theoretical
	MCQs (Pre-test) 

	08:30 – 09:30
	Unit 1: The Basics of Time Management 
- What is Time? 
- What is Time Management? 
- Benefits of Effective Time Management 
- Value of Time
	Facilitated group discussion, concept mapping
	Practical
	Formative questioning

	09:30 – 10:15
	Unit 1 (continued) 
- Indicators of Poor Time Management 
- Causes of Poor Time Management
	Guided reflection, group discussion
	Practical
	Observation

	10:15 – 10:30
	Break
	—
	—
	—

	10:30 – 11:45
	Unit 2: Time Awareness & Self-Assessment 
- The Time Planning System 
- Planning Stages 
- Planning Stage I: Where am I? 
- Symptoms of Being Out of Balance 
- Personal Goals and Vision Mapping 
- Locus of Control
	Self-assessment tools, guided reflection, individual analysis
	Practical
	Diagnostic tools

	11:45 – 12:30
	Lunch Break
	—
	—
	—

	12:30 – 01:45
	Unit 3: Time Planning (Part 1) 
- The Two Governing Principles 
- Changing Unproductive Habits 
- Planning Stage II: Where should I be? 
- Setting & Seeking SMART Objectives 
- Writing Goals Using the 3Ps Framework
	Hands-on workshop, group exercises
	Practical
	Application tasks

	01:45 – 03:00
	Unit 3 (continued) 
- Planning Stage III: How do I get there? 
- Strategy Formation 
- Setting Priorities
	Practical planning exercises, group work
	Practical
	Scenario-based assessment


Day 2 (8:00 AM – 3:00 PM)
Objectives: LO4, LO5, LO6, LO7, LO8, LO9
	Time
	Topic
	Engagement / Activity Type
	Activity Classification
	Assessment

	08:00 – 08:30
	Recap & Reflection
	Guided discussion, reflection exercise
	Practical
	Formative questioning

	08:30 – 09:30
	Unit 3: Time Planning (Part 2) 
- Urgent vs. Important Matrix 
- Pareto Principle 
- Scheduling
	Scenario-based exercises, applied planning
	Practical
	Scenario-based assessment

	09:30 – 10:45
	Unit 4: Optimizing Time with People 
- Handling Interruptions 
- Effective Telephone Communication 
- Handling Unproductive Meetings 
- Assertive Communication and Saying “No” 
- Effective Delegation
	Role-play, simulations, group discussions
	Practical
	Observation + scenario evaluation

	10:45 – 11:00
	Break
	—
	—
	—

	11:00 – 12:15
	Unit 5: Boosting Personal Productivity 
- What is Personal Success? 
- Managing Paper and Digital Workload 
- Handling Information Overload 
- Dealing with Procrastination 
- Managing Time Spent on Social Media
	Case studies, applied exercises, reflection
	Practical
	MCQs + scenario-based

	12:15 – 01:00
	Lunch Break
	—
	—
	—

	01:00 – 02:00
	Unit 6: Action Planning & Resources 
- Action Plan 
- Recommended Resources
	Coaching session, action planning workshop
	Practical
	Practical submission

	02:00 – 03:00
	Post-Assessment & Course Feedback
	Test + survey
	Practical
	Post-test (Kirkpatrick Level 2) + Participant Feedback (Level 1)


5. Activity Strategy (Defined at Outline Stage)
The training program is designed using an experiential learning approach, ensuring that activities are practical, application-driven, and directly aligned with the learning objectives.
Activities are structured to enable participants to practice, apply, and reflect on key concepts within a realistic workplace context.
Types of Activities Include:
· Case studies based on real-world scenarios 
· Scenario-based simulations and role-play activities 
· Group discussions and collaborative exercises 
· Hands-on workshops and practical planning exercises 
· Guided self-assessment and reflection activities 
All activities are explicitly mapped to the learning objectives to ensure measurable learning outcomes and effective skill transfer.
Practical activities represent approximately 70% of the total training duration, ensuring a highly interactive and application-focused learning experience.
6. Assessment & Evaluation Methodology
Assessment Approach:
· Pre-training assessment to establish baseline knowledge and identify learning needs 
· Continuous formative assessment during training through exercises, discussions, and observation 
· Post-training assessment to measure knowledge acquisition and improvement 
· Scenario-based and application-based evaluation to assess practical skill development 
Participant Feedback (Kirkpatrick Level 1):
· Course content relevance 
· Trainer effectiveness 
· Training materials quality 
· Training environment and venue 
· Overall satisfaction 
Learning Measurement (Kirkpatrick Level 2 – Learning):
· Knowledge improvement measured through pre- and post-assessment comparison 
· Demonstrated application of skills during practical activities and exercises
7. Learning Design Alignment (Outcome-Based)
The program follows an outcome-based learning design approach that ensures structured progression from foundational understanding to practical application and real-world implementation.
Participants move through progressive learning stages as follows:
· Understand: Core concepts and frameworks of time management are introduced 
· Apply: Participants practice tools, techniques, and planning methods 
· Analyze: Learners assess personal behaviors and identify time management gaps 
· Evaluation: Participants reflect on effectiveness and adjust approaches 
· Create: Participants develop actionable and personalized time management plans 
This progression ensures that learning is not limited to knowledge acquisition but is translated into practical workplace application and sustained performance improvement.
Time Management – Pre-Training Assessment
Please answer the following questions.
1. Choose the correct sequence of the Time Management process:
a) Plan, Prioritize, Schedule, Follow-up
b) Prioritize, Organize, Budget, Track
c) Prioritize, Lead, Schedule, Follow-up
d) Check, Plan, Execute, Track
2. Name four areas from the “Wheel of Life”:
3. Name four characteristics of a SMART objective:
4. Rewrite the following objective to make it SMART:
“Reduce patient waiting time.”
5. Welcoming visitors at work without an appointment while you are busy with more important duties:
a) Important & Urgent
b) Important but Not Urgent
c) Not Important but Urgent
d) Not Important and Not Urgent
6. Taking a long time to rearrange old files which you most likely won’t need in the future:
a) Important & Urgent
b) Important but Not Urgent
c) Not Important but Urgent
d) Not Important and Not Urgent
7. Dealing with an angry customer who is on the phone:
a) Important & Urgent
b) Important but Not Urgent
c) Not Important but Urgent
d) Not Important and Not Urgent
8. Dealing with severe pain in your teeth:
a) Important & Urgent
b) Important but Not Urgent
c) Not Important but Urgent
d) Not Important and Not Urgent
9. Learning to use a new application to improve your time management skills:
a) Important & Urgent
b) Important but Not Urgent
c) Not Important but Urgent
d) Not Important and Not Urgent
10. Which of the following is a common cause of poor time management?
a) Clear planning
b) Frequent interruptions
c) Defined goals
d) Scheduled tasks
11. Which behavior reflects effective time management?
a) Reacting to every interruption
b) Planning tasks in advance
c) Avoiding goal setting
d) Multitasking constantly
12. Which of the following represents an effective planning approach?
a) Act first, then plan later
b) Assess current situation, define goals, and plan actions
c) Execute tasks without preparation
d) React to situations as they occur
Time Management – Post-Training Assessment
Please answer the following questions.
1. Choose the correct sequence of the Time Management process:
a) Plan, Prioritize, Schedule, Follow-up
b) Prioritize, Organize, Budget, Track
c) Prioritize, Lead, Schedule, Follow-up
d) Check, Plan, Execute, Track
2. Name four characteristics of a SMART objective:
3. Rewrite the following objective to make it SMART:
“Reduce patient waiting time.”
4. A task is important but not urgent. What is the BEST action?
a) Delay it
b) Ignore it
c) Schedule it proactively
d) Delegate it
5. A colleague interrupts you while you are working on an important task. What is the BEST action?
a) Stop immediately and assist
b) Ignore the colleague completely
c) Schedule a later time to assist
d) Delegate your own task
6. Which task is BEST suited for delegation?
a) Strategic decision-making
b) Routine administrative work
c) Confidential evaluation
d) Performance review
7. You have multiple tasks due next week. What is the BEST first step?
a) Start working randomly
b) Apply prioritization techniques
c) Wait until deadlines approach
d) Do the easiest tasks first
8. What is the most effective way to handle unnecessary meetings?
a) Attend all meetings
b) Avoid all meetings
c) Evaluate the necessity and decline when not required
d) Delegate all meetings
9. Which action BEST improves personal productivity?
a) Multitasking across several tasks
b) Focusing on one task at a time
c) Responding immediately to all messages
d) Avoiding planning
10. Identify one time-wasting behavior you had and how you will manage it:
11. Write one SMART goal to improve your time management:
12. List two actions you will implement immediately to improve your productivity:
13. Which of the following is a key obstacle to effective time management?
a) Clear prioritization
b) Frequent unplanned interruptions
c) Defined goals
d) Structured planning
End of Assessment
A. Pre-Training Assessment Alignment Matrix
	Q#
	Question Type
	Topic
	Learning Objective (LO)
	Level
	Purpose

	1
	MCQ
	Time Management Process
	LO2
	Understand
	Establish baseline knowledge of core process

	2
	Open
	Wheel of Life (Life Balance Awareness)
	LO1
	Understand
	Assess awareness of life balance areas

	3
	Open
	SMART Objectives (Definition)
	LO5
	Understand
	Evaluate knowledge of goal-setting principles

	4
	Applied
	SMART Goal Writing
	LO5
	Apply
	Assess ability to construct effective goals

	5
	MCQ
	Prioritization Scenario
	LO4
	Apply
	Assess ability to classify tasks based on priority

	6
	MCQ
	Prioritization Scenario
	LO4
	Apply
	Assess decision-making in low-value tasks

	7
	MCQ
	Prioritization Scenario
	LO4
	Apply
	Assess handling of urgent customer situations

	8
	MCQ
	Prioritization Scenario
	LO4
	Apply
	Assess recognition of critical urgent situations

	9
	MCQ
	Prioritization Scenario
	LO4
	Apply
	Assess understanding of long-term development tasks

	10
	MCQ
	Time-Wasting Behavior
	LO3
	Understand
	Identify awareness of common productivity barriers

	11
	MCQ
	Productivity Behavior
	LO8
	Understand
	Assess understanding of effective work habits

	12
	MCQ
	Planning Approach
	LO2
	Understand
	Validate understanding of structured planning logic


B. Post-Training Assessment Alignment Matrix
	Q#
	Question Type
	Topic
	Learning Objective (LO)
	Level
	Purpose

	1
	MCQ
	Time Management Process
	LO2
	Understand
	Measure knowledge retention and improvement

	2
	Open
	SMART Objectives (Definition)
	LO5
	Understand
	Validate understanding of goal-setting principles

	3
	Applied
	SMART Goal Writing
	LO5
	Apply
	Assess ability to construct effective goals

	4
	MCQ
	Prioritization (Important vs. Not Urgent)
	LO4
	Apply
	Evaluate prioritization decision-making

	5
	Scenario
	Managing Interruptions
	LO6
	Apply
	Assess ability to handle interruptions effectively

	6
	Scenario
	Delegation
	LO7
	Apply
	Evaluate task delegation skills

	7
	Scenario
	Planning & Prioritization
	LO4
	Apply
	Assess structured planning and prioritization approach

	8
	Scenario
	Meeting Management / Communication
	LO6
	Apply
	Evaluate ability to manage communication and meetings efficiently

	9
	MCQ
	Productivity Improvement
	LO8
	Apply
	Assess understanding of effective productivity practices

	10
	Open
	Time-Wasting Behavior Reflection
	LO3
	Analyze
	Evaluate self-awareness and behavioral change

	11
	Applied
	SMART Goal Creation
	LO5
	Create
	Assess ability to develop actionable goals

	12
	Open
	Action Planning
	LO9
	Create
	Evaluate ability to translate learning into practical actions

	13
	MCQ
	Time Management Obstacles
	LO1
	Understand
	Assess ability to identify key obstacles to effective time management


C. Assessment Design Logic
· Pre-Assessment 
· Focus: Awareness + Knowledge baseline 
· Level: Understand / Apply 
· Post-Assessment 
· Focus: Application + Decision-making + Behavior change 
· Level: Apply / Analyze / Create
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