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COURSE INTRODUCTION / OVERVIEW:

In today's fast-paced corporate environment, the ability to manage time effectively is no longer just a personal skill but a
critical leadership competency. This course transcends basic time management tips to offer a strategic framework for
personal and team productivity. It is designed for leaders who aim to not only optimize their own schedules but also to
cultivate a culture of efficiency and focus within their teams. Drawing upon foundational principles from thought leaders
like Peter Drucker, who emphasized knowledge worker productivity, this program delves into the psychology of focus,
prioritization, and execution. We will explore concepts from influential works such as David Allen's "Getting Things Done"
to provide a comprehensive system for managing commitments and reducing mental clutter. At BIG BEN Training Center,
we have crafted a curriculum that integrates proven methodologies with modern challenges, such as digital distractions
and remote team management. Participants will leave with a personalized productivity system, enhanced decision-
making skills, and the ability to lead their teams toward achieving strategic goals with greater clarity and less stress. This is

more than a course on managing clocks; it is a transformative experience in managing energy, attention, and influence.

TARGET AUDIENCE / THIS TRAINING COURSE IS SUITABLE FOR:

e Managers and supervisors at all levels.

Team leaders and project managers.

Department heads and directors.

Executives and senior leaders seeking to optimize their effectiveness.

Aspiring managers and high-potential employees.

Entrepreneurs and business owners.

Professionals aiming to enhance their personal productivity and leadership skills.

TARGET SECTORS AND INDUSTRIES:

¢ Information Technology and Telecommunications.

e Banking, Finance, and Insurance Services.

e Healthcare and Pharmaceuticals.

e Manufacturing and Engineering.

e Consulting and Professional Services.

e Retail and Consumer Goods.

e Government agencies and public sector organizations.

e Non-profit and educational institutions.
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Sales and Business Deve

Marketing and Communications.

Finance and Accounting.

Information Technology (IT) and Engineering.
Customer Service and Support.

Research and Development.

COURSE OFFERINGS:

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

Master advanced prioritization frameworks like the Eisenhower Matrix and Pareto Analysis.
Develop a personalized system for managing tasks, projects, and long-term goals.

Implement strategies to minimize distractions and cultivate deep work habits.

Lead more efficient and productive meetings that result in clear action items.

Apply effective delegation techniques to empower team members and free up leadership capacity.
Analyze and optimize personal and team workflows for maximum efficiency.

Build resilience against workplace stress and prevent leadership burnout.

Cultivate a high-performance culture focused on results and sustainable productivity.

Utilize psychological principles to overcome procrastination and build consistent habits.

Align daily activities with strategic organizational objectives.

COURSE METHODOLOGY:

The training methodology at BIG BEN Training Center is designed to be highly interactive, practical, and transformative.

We believe that adult learning is most effective when it connects theory to real-world application. This course moves

beyond traditional lectures to create an immersive learning environment. Participants will engage in a variety of activities,

including in-depth case study analyses of real business scenarios, collaborative group discussions to share experiences

and best practices, and hands-on workshops to build their own productivity systems. Self-assessment tools and diagnostic

exercises will provide a baseline for personal development, allowing each participant to identify specific areas for

improvement. Role-playing simulations will be used to practice crucial skills like delegation and conducting effective

feedback sessions. Our expert facilitators foster a supportive atmosphere where participants can experiment with new

techniques and receive constructive, personalized feedback. The program emphasizes the development of a practical

action plan, ensuring that the skills and strategies learned are immediately transferable to the participant's professional

environment, driving tangible improvements in performance and leadership effectiveness.

COURSE AGENDA (COURSE UNITS):
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Overcoming common productivity blockers an p

Setting a powerful vision for personal and professional effectiveness.

Principles from Peter Drucker on the effective executive.

UNIT TWO STRATEGIC PLANNING AND PRIORITIZATION

Moving from reactive to proactive management.

Mastering the Eisenhower Matrix for urgency and importance.

Applying the 80/20 Rule (Pareto Principle) to leadership tasks.

Advanced goal-setting using the OKR (Objectives and Key Results) framework.
Techniques for breaking down large projects into manageable tasks.
Strategic scheduling and time blocking for high-impact work.

Aligning personal priorities with team and organizational goals.

UNIT THREE MASTERING EXECUTION AND DEEP WORK

UNIT FOUR LEADERSHIP THROUGH DELEGATION AND TEAM PRODUCTIVITY

UNIT FIVE SUSTAINABLE PERFORMANCE AND BUILDING A PRODUCTIVE CULTURE

The concept of Deep Work vs. Shallow Work by Cal Newport.
Creating an environment conducive to concentration.

Managing digital distractions and communication overload.

The Pomodoro Technique and other focus-enhancing methods.
Building powerful routines and habits for sustained performance.
Strategies for managing interruptions effectively.

The art of saying 'no' to protect your most valuable time.

The difference between delegation and abdication.

A framework for effective and empowering delegation.
Matching the right task to the right person.

Fostering accountability and ownership within the team.
Designing and leading highly productive meetings.
Optimizing team workflows and communication channels.

Leveraging technology to enhance team collaboration and productivity.

Recognizing and preventing leadership burnout.

Strategies for work-life integration and personal renewal.
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FAQ:

QUALIFICATIONS REQUIRED FOR REGISTERING TO THIS COURSE?

There are no requirements.

HOWw 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:

Beyond individual techniques, how can a leader's personal productivity philosophy fundamentally shape an entire team's

culture and performance?

WHAT UNIQUE QUALITIES DOES THIS COURSE OFFER COMPARED TO
OTHER COURSES?

This course distinguishes itself by focusing on productivity as a core leadership function rather than merely a set of
personal time management tricks. While other programs may offer generic tips, we provide a strategic framework that
links a leader's personal effectiveness directly to team performance and organizational outcomes. Our curriculum is
uniquely structured to address the dual role of a manager, teaching them how to optimize their own output while
simultaneously coaching and developing a productive culture within their team. We delve into the psychological
underpinnings of productivity, exploring the 'why' behind procrastination and distraction, which leads to more
sustainable behavioral change. The program emphasizes practical application through tailored workshops where
participants design their own productivity systems, not just learn about them. Furthermore, we dedicate a significant
portion of the course to sustainable performance, addressing critical but often-overlooked topics like burnout prevention
and energy management. This holistic approach ensures that leaders leave not with a list of quick fixes, but with an

integrated, strategic mindset to drive efficiency, engagement, and results in a lasting way.

www.bigben-training.com




