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Personal time management skills are essential for professional success in any workplace. Those able to successfully implement time management strategies are able to control their workload rather than spend each day in a frenzy of activity reacting to crisis after crisis - stress declines and personal productivity soars! These highly effective individuals are able to focus on the tasks with the greatest impact to them and their organization. 
The Time Management eLearning will cover strategies to help participants learn these crucial strategies. Your participants will be given a skill set that include personal motivation, delegation skills, organization tools, and crisis management. We’ll cover all this and more during this eLearning.
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	ELEARNING OBJECTIVES
· Plan and prioritize each day’s activities in a more efficient, productive manner.
· Overcome procrastination quickly and easily.
· Handle crises effectively and quickly.
· Organize your workspace and workflow to make better use of time.
	
· Delegate more efficiently.
· Use rituals to make your life
run smoother.
· Plan meetings more appropriately and effectively.
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	PRE-ASSIGNMENT
The purpose of the Pre-Assignment is to get participants thinking about the time management strategies they are already using and where they need to improve.
· What are your biggest time wasters?
· What are you currently doing to manage your time?
· What could you be doing better?
· If you came away from this workshop with only one thing, what would that be?
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	CASE STUDY EXAMPLE
[bookmark: _GoBack]Ken and Gina were discussing several ideas for a new campaign slogan at their advertising firm. The boss had asked them to complete the task and they were feeling a great deal of pressure. They had issues communicating their ideas, until Ken suggested they use the STAR acronym to get their respective messages across. Gina agreed and together they worked on the Situation, Task, Action and Result of their messages to communicate their ideas in a better way. Gina and Ken were happy when they’d completed their brainstorming session because the STAR acronym had allowed them to communicate several brilliant ideas for the new advertising campaign. 
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	ADVANCE DISCUSSION EXAMPLE
Background: On the surface, it looks like the Cabo Service Center looks as though things couldn’t get any better. Sales are up, and the customers are happy. 
Behind the scenes: Things are far from cheery at the Cabo Service Center. Employee’s have their head down because of continuous fighting and hurtful sabotage. Someone altered performance numbers. The lead rep knows it is only a matter of time before the issue comes to a head.
· How could appreciative inquiry help the lead rep and employees?
· What things might the lead rep and employees discover in the design and dream phases?
· What might the design and destiny phases look like for the lead rep and employees?
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