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Course Introduction / Overview:

This comprehensive Advanced Time Management and Personal Effectiveness Training Course,

offered by BIG BEN Training Center, is meticulously designed to equip professionals with cutting-

edge strategies and practical tools to optimize their productivity and achieve peak performance. In

today's fast-paced corporate landscape, the ability to manage time effectively and enhance

personal effectiveness is not merely a skill but a critical competitive advantage. This course delves

beyond basic time management tips, exploring the psychological underpinnings of productivity and

offering advanced techniques for prioritization, focus, and goal achievement. Participants will learn

to overcome procrastination, manage digital distractions, and cultivate habits that foster sustained

high performance. Drawing inspiration from seminal works such as David Allen's "Getting Things

Done," this program provides a structured framework for organizing tasks, projects, and

commitments, ensuring clarity and control. BIG BEN Training Center understands that true

personal effectiveness stems from a holistic approach, integrating strategic planning, energy

management, and effective delegation. This training course empowers individuals to transform

their approach to work and life, leading to greater efficiency, reduced stress, and enhanced

professional impact. It is an essential investment for anyone seeking to master their time, improve

their decision-making skills, and unlock their full potential in a demanding professional

environment.

Target Audience / This training course is suitable for:



Mid-level to senior managers.

Team leaders and supervisors.

Project managers and coordinators.

Executives and aspiring leaders.

Professionals seeking to enhance productivity.

Entrepreneurs and business owners.

Individuals aiming for career advancement.

Target Sectors and Industries:

Information Technology and Software Development.

Financial Services and Banking.

Healthcare and Pharmaceuticals.

Manufacturing and Engineering.

Consulting and Professional Services.

Education and Academia.

Government Agencies and Public Sector Organizations.

Retail and E-commerce.

Telecommunications.

Non-Profit Organizations.

Target Organizations Departments:



Operations and Administration Departments.

Human Resources and Learning & Development.

Project Management Offices.

Sales and Marketing Departments.

Research and Development.

Customer Service and Support.

Executive Leadership and Strategy.

Finance and Accounting.

Course Offerings:

By the end of this course, the participants will have able to:

Implement advanced time management strategies for optimal productivity.

Develop robust personal effectiveness techniques to achieve professional goals.

Master prioritization skills using various frameworks and tools.

Effectively manage digital distractions and cultivate deep work habits.

Enhance decision-making skills under pressure and uncertainty.

Apply strategic planning principles to personal and professional projects.

Improve delegation and communication for team efficiency.

Cultivate a proactive mindset to overcome procrastination and build momentum.

Balance professional demands with personal well-being for sustained performance.

Design and implement a personalized system for continuous productivity improvement.

Course Methodology:



The Advanced Time Management and Personal Effectiveness Training Course employs a highly

interactive and experiential methodology, ensuring participants gain practical, applicable skills. BIG

BEN Training Center believes in learning by doing, which is why our approach integrates a diverse

range of instructional techniques. The course features dynamic discussions, engaging group

exercises, and real-world case studies that challenge participants to apply advanced time

management and personal effectiveness principles to complex scenarios. Role-playing simulations

provide a safe environment to practice delegation, communication, and conflict resolution skills

crucial for productivity. We utilize interactive workshops where participants can immediately

implement new strategies, such as time blocking and prioritization matrices, receiving immediate

feedback. Self-assessment tools and personalized action planning sessions are integral, allowing

each participant to tailor the learning to their specific professional context and personal

effectiveness goals. Furthermore, the methodology includes peer coaching and facilitated feedback

sessions, fostering a collaborative learning environment. This comprehensive approach ensures

that the knowledge acquired is not just theoretical but deeply embedded and ready for immediate

application in the workplace, leading to measurable improvements in productivity and overall

performance.

Course Agenda (Course Units):

Unit One: Foundations of Time and Personal Effectiveness:



Understanding the psychology of time management and productivity.

Assessing current time usage and identifying personal effectiveness gaps.

Setting clear, compelling goals and objectives for maximum impact.

Identifying and overcoming common time stealers and distractions.

Developing a proactive and productive mindset.

The importance of self-awareness in enhancing personal effectiveness.

Introduction to foundational time management principles and frameworks.

Unit Two: Advanced Planning and Prioritization Strategies:

Mastering the Eisenhower Matrix for urgent and important tasks.

Implementing effective time blocking and calendar management techniques.

Strategic planning for long-term projects and career goals.

Developing efficient daily and weekly planning cycles.

Prioritizing tasks using advanced methods like the ABCDE system.

Dealing with unexpected interruptions and adapting to shifting priorities.

Leveraging technology and digital tools for efficient planning and organization.

Unit Three: Enhancing Focus and Eliminating Distractions:

Techniques for deep work and sustained concentration.

Managing digital distractions and optimizing notification settings.

Creating an optimal work environment for enhanced focus and productivity.

Overcoming procrastination and building momentum for task completion.

The science of habit formation for consistent personal effectiveness.

Mindfulness and attention training for improved cognitive control.

Minimizing context switching and implementing task batching strategies.

Unit Four: Delegation, Communication, and Energy Management:



Effective delegation strategies for leaders and team members.

Improving communication to reduce misunderstandings and delays.

Managing personal energy levels for sustained performance and well-being.

Establishing healthy work-life boundaries for enhanced productivity.

The critical role of rest and recovery in maintaining high performance.

Saying "no" effectively to non-essential tasks and commitments.

Building a supportive professional network for collective effectiveness.

Unit Five: Sustaining High Performance and Continuous Improvement:

Reviewing and adapting personal effectiveness systems for ongoing relevance.

Developing resilience and adaptability in a dynamic professional environment.

Implementing feedback loops for continuous improvement and growth.

Strategic decision-making under pressure and uncertainty.

Cultivating a growth mindset for ongoing personal and professional development.

Long-term visioning and strategic career planning.

Maintaining motivation and preventing burnout for sustained high performance.

FAQ:

Qualifications required for registering to this course?:

There are no requirements.

How long is each daily session, and what is the total number of training hours
for the course?:

This training course spans five days, with daily sessions ranging between 4 to 5 hours, including

breaks and interactive activities, bringing the total duration to 20 - 25 training hours.

Something to think about:



In an increasingly complex and interconnected professional landscape, how can individuals not

only manage their time but also strategically cultivate a mindset and set of practices that foster

sustained personal effectiveness, innovation, and resilience amidst constant change?

What unique qualities does this course offer compared to
other courses?:

This Advanced Time Management and Personal Effectiveness Training Course distinguishes itself

through its holistic and academically grounded approach, moving beyond generic tips to explore

the deeper psychological and strategic dimensions of productivity. Unlike many courses that focus

solely on tools, BIG BEN Training Center’s program emphasizes understanding the 'why' behind

effective time management and personal effectiveness, equipping participants with adaptable

frameworks rather than rigid systems. We integrate insights from cognitive science and behavioral

economics, providing a nuanced understanding of how habits, decision-making, and focus impact

performance. The course’s unique quality lies in its emphasis on sustainable high performance,

addressing not just task completion but also energy management, work-life integration, and

resilience. Participants will engage with advanced prioritization techniques, learn to master deep

work, and develop robust strategies for managing digital distractions, all within a context that

promotes long-term professional growth. This program fosters a transformative shift in mindset,

empowering individuals to become architects of their own productivity and personal effectiveness,

ensuring they leave with a comprehensive, personalized action plan for continuous improvement

and sustained impact in their careers


