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Course Introduction / Overview:

In today's hyper-connected world, the ability to manage time effectively is no longer a soft skill but a critical

component of professional success and personal well-being. This course moves beyond traditional time

management tips to introduce a powerful, proactive system for controlling your schedule and focusing your

attention. We will explore the principles of strategic time blocking, a methodology championed by thinkers

like Cal Newport in his influential book, "Deep Work". This approach involves scheduling every minute of

your workday to cultivate intense focus and maximize productivity. Participants will learn to transform their

calendar from a simple record of appointments into a strategic tool for achieving their most important goals.

This comprehensive program offered by BIG BEN Training Center is designed to equip you with the

practical skills and psychological frameworks needed to eliminate distractions, reduce stress, and reclaim

control over your time. By mastering calendar management and time blocking, you will not only enhance

your output but also create more space for deep, meaningful work and a healthier work-life integration.

Target Audience / This training course is suitable for:

Professionals at all levels seeking to improve productivity and focus.

Managers and team leaders aiming to optimize team workflows.

Project managers responsible for deadlines and resource allocation.

Entrepreneurs and business owners managing multiple priorities.

Administrative assistants and executive assistants managing complex schedules.

Academics and researchers balancing teaching, research, and administrative duties.

Anyone feeling overwhelmed by constant distractions and a reactive schedule.



Target Sectors and Industries:

Technology and IT Services.

Financial Services, Banking, and Insurance.

Healthcare and Medical Administration.

Consulting and Professional Services.

Education and Academic Institutions.

Governmental agencies and public sector organizations.

Marketing, Advertising, and Creative Agencies.

Non-Profit and Non-Governmental Organizations.

Target Organizations Departments:

Project Management Office.

Operations and Logistics.

Human Resources and Training.

Sales and Business Development.

Marketing and Communications.

Executive and Senior Leadership.

Research and Development.

Customer Service and Support.

Course Offerings:

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



Develop a personalized time blocking system aligned with professional goals.

Master advanced features of digital calendar platforms like Google Calendar and Outlook.

Implement strategies to minimize distractions and protect time for deep work.

Conduct a thorough calendar audit to identify and eliminate time-wasting activities.

Effectively batch similar tasks to enhance efficiency and reduce cognitive load.

Design a weekly and daily planning routine that ensures proactive scheduling.

Manage shared calendars and collaborate effectively with team members.

Set clear boundaries to prevent calendar overload and professional burnout.

Integrate prioritization frameworks like the Eisenhower Matrix into their scheduling.

Build sustainable habits for long-term productivity and work-life balance.

Course Methodology:

This training course from BIG BEN Training Center employs a highly interactive and hands-on learning

methodology to ensure practical mastery of the concepts. We believe that true learning occurs through

application, not just passive listening. The program is built around a blend of expert-led instruction, real-

world case studies, and individual and group exercises. Participants will engage in practical workshops

where they will build their own time-blocked schedules and optimize their personal digital calendars under

expert guidance. Interactive sessions, group discussions, and peer-to-peer feedback will foster a collaborative

learning environment, allowing participants to share challenges and solutions. The methodology emphasizes

a coaching approach, helping each individual adapt the principles of time blocking and calendar management

to their unique role and workflow. We focus on building sustainable habits, providing participants with the

tools and frameworks to continuously refine their productivity systems long after the course concludes.



Course Agenda (Course Units):

Unit One: The Foundations of Intentional Work

The psychology of distraction and the cost of context switching.

Moving from a reactive to a proactive mindset.

Introduction to the core principles of time blocking.

Understanding deep work vs. shallow work as defined by Cal Newport.

Assessing your current time management habits and identifying pain points.

The myth of multitasking and the power of single-tasking.

Setting clear goals as the foundation for effective scheduling.

Unit Two: Designing Your Time-Blocked Schedule

The mechanics of timeboxing and task batching.

Creating a master schedule template for your ideal week.

Allocating specific blocks for deep work, shallow work, and administrative tasks.

Strategies for accurately estimating task duration.

Building flexibility into a structured schedule to handle unexpected events.

The Pomodoro Technique and other focus-enhancing methods.

Practical workshop on creating your first time-blocked day.

Unit Three: Strategic Digital Calendar Management

Transforming your calendar from a passive tool to an active plan.

Advanced features of Google Calendar and Microsoft Outlook for productivity.

Implementing a strategic color-coding system for clarity.

Integrating to-do lists and project management tools with your calendar.

Conducting a personal calendar audit to reclaim lost time.

Using calendar analytics to understand your time allocation.

Best practices for setting up appointments, reminders, and recurring events.



Unit Four: Advanced Techniques and Team Collaboration

Managing energy levels, not just time, for peak performance.

Implementing theme days for different types of work (e.g., meeting day, focus day).

Best practices for managing and collaborating on shared team calendars.

Establishing clear meeting etiquette and scheduling protocols to reduce wasted time.

Leveraging scheduling automation tools to eliminate back-and-forth communication.

Negotiating your schedule and protecting your focus time in a team environment.

Time blocking for creative and non-linear work.

Unit Five: Sustaining Productivity and Preventing Burnout

The importance of the weekly review to adjust and refine your system.

Developing habits to make time blocking an automatic process.

Strategies for setting firm boundaries to protect personal time.

Recognizing the signs of burnout and using your calendar as a preventative tool.

Adapting your time blocking system as your priorities and roles change.

Creating a long-term vision for work-life integration.

Developing a personal action plan for continued implementation and success.

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:



How might the rigid structure of time blocking paradoxically lead to greater creative freedom and

spontaneity in one's professional and personal life?

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

This course distinguishes itself by moving beyond superficial tips and tool-specific tutorials to address the

fundamental mindset shift required for true productivity. While many courses focus on the "how" of using a

digital calendar, we delve deep into the "why" behind strategic scheduling, grounded in established concepts

like Cal Newport's "Deep Work". Our approach is holistic, integrating the psychological principles of focus

and intentionality with the practical application of time blocking techniques. The curriculum is designed not

as a rigid, one-size-fits-all solution, but as a flexible framework that participants learn to adapt to their

unique professional roles and personal work styles. A key differentiator is the emphasis on sustainable habit

formation through interactive workshops and personalized feedback, ensuring that the skills learned are not

just understood but are integrated into the participant's daily routine. We focus on transforming the calendar

into a strategic life-planning tool, empowering individuals to proactively design their days around their

highest priorities, ultimately leading to reduced stress, enhanced output, and a more fulfilling work-life

balance.


