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A time management class is a structured learning program designed to equip individuals with the skills 
and strategies needed to effectively organize and prioritize their time, maximizing productivity and 
achieving goals. 
 
 
What trainees will learn: 

• Prioritize tasks 
• Set goals 
• Create effective schedules 
• Manage distractions 
• Identify and overcome procrastination 

 
 
How this training will benefit your company and employees:  

• It will Increase productivity 
• The ability to meet deadlines consistently 
• It will improve morale 
• It will enable better decision making through focused prioritization and clear planning 

 
 
This training is typically offered in 8 to 24 hours, offering greater depth of topic coverage with more 
hours. Onsite training may be customized to meet your business needs. 
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