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Course Introduction / Overview:

This comprehensive Strategic Time Management and Organizational Productivity Training Course,
offered by BIG BEN Training Center, is meticulously designed to equip professionals with advanced
strategies and practical tools to significantly enhance their personal and organizational efficiency. In
today's fast-paced business environment, effective time utilization and robust productivity systems are
not just advantageous but essential for sustained success. This course delves beyond basic time
management tips, exploring the strategic frameworks necessary to transform individual habits into
collective organizational gains. Participants will learn to identify and overcome common productivity
roadblocks, apply advanced prioritization techniques, and leverage strategic planning to achieve critical
objectives. Drawing inspiration from seminal works like Stephen Covey's "The 7 Habits of Highly
Effective People," this program emphasizes proactive approaches, goal setting for productivity, and the
cultivation of a high-performance mindset. It focuses on developing sustainable productivity practices,
fostering a culture of efficiency, and optimizing resource allocation to drive organizational effectiveness.
Through a blend of theoretical insights and practical application, attendees will master the art of strategic
time management, leading to improved decision-making, reduced stress, and ultimately, superior
organizational productivity enhancement. The course is tailored to address the complex demands of
modern workplaces, ensuring participants can implement immediate, impactful changes.

Target Audience / This training course is suitable for:

e Managers and Team Leaders seeking to optimize team performance.

Executives and Senior Leaders focused on strategic time optimization.

Project Managers aiming for efficient project delivery.

Professionals looking to enhance personal productivity systems.

Entrepreneurs and Business Owners driving organizational growth.

Anyone aspiring to master advanced time management skills.

Individuals responsible for workplace efficiency improvement initiatives.

Target Sectors and Industries:

o Government Agencies and Public Sector Organizations.

Financial Services and Banking.

Information Technology and Software Development.

Healthcare and Pharmaceuticals.

Manufacturing and Logistics.

Consulting and Professional Services.

Education and Academic Institutions.

Retail and E-commerce.
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Human Resources and Learning & D

Project Management Offices (PMO).

Sales and Marketing Departments.

Finance and Accounting Departments.

Research and Development (R&D).

Customer Service and Support.

Strategic Planning Units.

IT and Digital Transformation Teams.

Executive Leadership Teams.

Course Offerings:

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

¢ Implement advanced strategic time management techniques effectively.

e Develop robust personal and organizational productivity systems.

o Master prioritization and goal setting for productivity.

o Apply effective delegation and empowerment strategies.

o Enhance focus and overcome common workplace distractions.

o Optimize organizational workflow streamlining for efficiency.

o Lead teams towards higher collective productivity and performance.

o Integrate work-life balance principles for sustainable productivity practices.
o Utilize proactive time planning and energy management for professionals.
o Drive continuous improvement in personal and team productivity.

o Make informed decisions that support organizational effectiveness.

Cultivate a mindset geared towards peak performance techniques.

Course Methodology:

BIG BEN Training Center employs a highly interactive and practical training methodology for this
Strategic Time Management and Organizational Productivity Training Course, ensuring maximum
engagement and knowledge retention. The approach combines expert-led presentations with dynamic
group discussions, fostering a collaborative learning environment where participants can share
experiences and insights. A significant portion of the course is dedicated to real-world case studies,
allowing attendees to analyze complex scenarios and apply strategic time management techniques to
practical business challenges. Interactive sessions include hands-on exercises, simulations, and role-
playing activities designed to reinforce learning and build confidence in implementing new skills.
Participants will engage in teamwork, collaborating on problem-solving tasks that mirror organizational
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Course Agenda (Course"Units :

Unit One: Foundations of Strategic Productivity

o Understanding the principles of strategic time management.
« Identifying personal productivity styles and preferences.

 Setting clear, measurable, and actionable goals for impact.

Analyzing current time usage patterns and identifying waste.

Overcoming common productivity myths and misconceptions.

Developing a proactive and strategic productivity mindset.

Introduction to organizational effectiveness and efficiency.

Unit Two: Advanced Prioritization and Planning

o Mastering the Eisenhower Matrix for urgent versus important tasks.

Applying the Pareto Principle (80/20 rule) to optimize efforts.

Utilizing time blocking and batching techniques for deep work.

Developing effective daily and weekly planning strategies.

Strategic scheduling for peak performance and energy management.

Managing multiple projects and deadlines with agility.

Creating a robust personal and team organization system.

Unit Three: Enhancing Focus and Overcoming Distractions

Techniques for achieving deep work and sustained concentration.

Identifying and eliminating common workplace distractions.

Strategies for managing digital interruptions and notifications.

Methods for maintaining energy and preventing burnout.

Implementing mindfulness practices for improved focus and clarity.

Developing resilience against unexpected interruptions.

Designing an optimal work environment for maximum productivity.

Unit Four: Strategic Delegation and Team Efficiency

o Principles of effective delegation and empowerment.
o Building high-performing, productive teams through collaboration.
o Optimizing meeting structures and outcomes for efficiency.

o Streamlining communication for organizational effectiveness.
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Implementing feedbac

Developing habits for long-term, sustainable productivity.

Strategies for adapting to change and evolving work demands.

Balancing work-life integration for overall well-being.

Continuous learning and skill development for sustained growth.

Measuring and tracking productivity improvements effectively.

Building a personal strategic productivity roadmap for the future.

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 era of constant digital connectivity, how can organizations strategically cultivate a culture of deep
work and focused productivity without sacrificing collaborative innovation?

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

This Strategic Time Management and Organizational Productivity Training Course distinguishes itself by
moving beyond generic advice to offer a deeply integrated, strategic approach to enhancing efficiency.
Unlike many programs that focus solely on individual tips, this course emphasizes the interplay between
personal habits and organizational effectiveness, providing a holistic framework for sustainable
productivity practices. It delves into the academic underpinnings of human behavior and organizational
psychology, offering insights into why certain strategies work and how to embed them within an existing
corporate culture. The curriculum is designed with a strong emphasis on strategic planning and
execution, teaching participants not just how to manage time, but how to manage it in alignment with
overarching business objectives and organizational productivity enhancement goals. We prioritize
practical examples and real-world scenarios, encouraging participants to develop critical thinking skills to
adapt strategies to their unique challenges rather than simply applying pre-set tools. The focus is on
cultivating a mindset of continuous improvement and fostering leadership capabilities in driving
workplace efficiency improvement, ensuring that the learning extends far beyond the classroom and
translates into tangible, long-term organizational gains.
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