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Time Management (using Microsoft Outlook)
	Course Description
	A hands-on, interactive course to help delegates improve their own self and time management.  Eliminating unnecessary interruptions, prioritising tasks and understanding the difference between Important and Urgent.

This course specifically looks at Microsoft Outlook as a Time Management tool.

	Duration
	1 day

	Who Should Attend
	This short workshop is ideal for anyone who feels that their workload is getting on top of them or they could use the time available more effectively.  

	Course Content
	· What wastes our time - brainstorm

· Introduction to time management theory

· Covey, Blanchard, etc.

· Self management rather than time management

· Getting organised - schedules, To Do lists, 

· Analysing the work that needs to be done and then prioritising it

· Dealing with interruptions

· Dealing with Email

· Using an electronic calendar effectively

· Effective meetings

· How to make short effective telephone calls

· Improving your environment - physical environment and electronic

· Microsoft Outlook

· Inbox rules, effective use of the calendar, task list

· 30 ways to create more time - personal action planning

	Learning Objectives
	By the end of this course, each delegate will:

· Use available time more effectively

· Understand that self-management is more important than time management

· Apply effective time management techniques:

· Prioritise

· Set time limits for tasks

· Start to use a time management tool – paper or electronic

· Recognise when you work best and plan around it

· Use the telephone effectively

· Respect other peoples time and demand the same respect from them

· Run effective meetings

· Set goals and evaluate your time management performance

	Approach
	This course is instructor led and includes:

· Delegate interaction / group participation

· Breakout groups for creative brainstorming

· Pre-course assessment (questionnaire), on-course assessment (trainer observations and assignments) and post course assessment (action plan and post course discussion with manager or trainer)

Skills are clearly articulated and incorporated into action plans so that the delegates are ready to implement new skills on their return to work.

	Cost
	$395 member, $520 non member, NZD per delegate plus GST

In-house course, please call and ask for a price.
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