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PERSONAL EFFECTIVNESS
COURSE OVERVIEW | ’ - _

Learn to prioritise your time
effectively for better results

e Increase productivity by planning and using your
time more effectively

e Learn to prioritise tasks according to business
impact

e Identify key distractions and how to manage them

e Regain your work life balance and prevent burnout

Leaner organisations, increased workloads, competing 1 Day Interactive & Practical Course
deadlines, constant emails and ‘always available’
expectations require employees to be adept at

managing their time effectively. Cost: £699 + VAT

Our high energy one day interactive and practical
Time Management and Personal Effectiveness course Visit tacktmi.co.uk for further information

introduces the key concepts of time management and
explores a range of tools and techniques that will help
you take back control of your workload. You will learn
how to differentiate urgent and important priorities,
manage others’ expectations, avoid distractions and SUITABLE FOR:

push back when needed allowing you to better Anyone who finds themselves

manage your time and increase your personal constantly juggling multiple
effectiveness immediately back in the workplace. demands on their time.

For further information visit tacktmi.co.uk. If you
would like to speak to a member of the team call
01923 897 900 or email uk@tacktmiglobal.com.

YOU WILL LEAVE THIS COURSE ABLE TO:

e Focus on your key result areas

e |dentify where improvements can be made to gain control of time
e Plan and prioritise effectively

e \Work proactively as opposed to reactively

e Delegate successfully

e Say no confidently and without guilt

e Organise and control your email

e Regain control and a healthy work life balance

e Know when and how to ask for help

e Ensure good time management principles are continually applied

- WE BELIEVE IN THE INDIVIDUAL COURSECHECK

All you need to know
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