caseyang

TIME
MANAGEMENT

Participants Workbook.




Table of
Contents




Table of
Contents




Introduction




Session
Objectives




Assess How You
Use Your Time




Time
Management
Questionnaire




Activity




Impediments to
Good Use
of Time




Helpful Tips
towards Using
Time Efficiently




The Power
of Motivation




How Long Is
One Minute?




When Does Time
Fly for You?




When Does Time
Fly for You?




Maslow’s
Pyramid of Needs




Motivation




Motivation




Motivation




Setting Goals




Time is the Coin
of Your Life

!




The Big Picture




Your 3 Most
Important Goals




The Three Most
Important Things




SMART Goals




Specific




Measurable




Achievable




Relevant




Time-bound




Setting a
SMART Goal




Prioritize




Time Is Free
but It's Priceless

LR RRRT]




Time
Management
Matrix

- -

i




Time
Management
Matrix Elements




Time
Management
Matrix Elements




Prioritization
Exercise




Matrix
Examples




How Do | Know
Which Tasks
Are Important?







Breaking down
Goals into
Objectives

and Tasks




Breaking down
Goals Example




Slotting Tasks into
Your Calendar
Example




Tips for Effective
‘To Do’ Lists




Remember




Procrastination




Why Do We
Procrastinate?




How Can We
Overcome
Procrastination?




What Did You
Do Yesterday?




Time
Management
Techniques




Take Time to
Deliberate




Tasks Funnel
— e \\l‘l\ wrnwer

—

bt



The A-B-C-D-E-
Method




Kanban Board



Overcoming
Time Wasters




Additional Tips
for Focusing




Fill Your
Waiting Time




Time
Management Is
a Means to an End







