Project Time Management

Course Length — 2 Days

PDUs- 13

Course Description: Thistwo-day course will take into account waysto plan and scheduletime aswell as
individual issuesthat affect productivity. Learn how to wisely confront procrastination and explorewaysto better
managetimeissuesand constraints. Thiscoursewill follow the Project Management Ingtitute’ snine knowledge
areas of PMBOK® Guide.

Method of teaching: Students will use discussion, cases, and group activities to facilitate the course.

Course Objectives:
» Discussmythsand redlitiesof timemanagement
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Examineexcusesfor not managing your individua time
Definerolesand responsibilitieswhich demandtime
Examinehow to balanceyour timeto createtotal humanwellnessinyour life
Review quditiesof timemanagement

Defineguiddinesof timemanagement

Evauate causesof procrastination

Comparewaysto stop procrastination

Describewaysof dealing with deadlines

Organizeto set proper deadlines

Writegoa sto hel p budget your time

Evduatethefour D’sin managing timemoreeffectively

Select waystosay “No”

Explainhow to set and establish priorities

I dentify waysto plan your work and learn how to plan
Create waysto handlethe paper work
Discusstimetipsoninterruptionsand decisiveness
Discusstimetipsonthetelephoneandin meetings,
Formulatetimetipson persona habits

Evduate how to organizeyoursdlf

Definetime management processes

Detail thetime management processof activity definition
Detail thetimemanagement processof activity sequencing
Detail thetime management processof activity duration estimating
Detall thetime management process of schedule devel opment
Detail thetime management process of schedule control



