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COURSE INTRODUCTION / OVERVIEW:

In today's fast-paced professional landscape, the ability to manage time effectively is not just a skill but a critical
determinant of success and well-being. This course moves beyond simple tips and tricks to offer a comprehensive
framework for achieving peak personal effectiveness. It is designed to transform your relationship with time, enabling you
to gain control over your schedule, reduce stress, and significantly boost your productivity. Drawing upon foundational
principles from thought leaders like Stephen R. Covey, author of "The 7 Habits of Highly Effective People," this program
integrates proven methodologies with modern strategies to tackle contemporary challenges such as digital distractions
and information overload. At BIG BEN Training Center, we have developed a curriculum that empowers participants to not
only manage their tasks but also to align their daily actions with their long-term strategic goals. This journey will equip you
with the tools to master prioritization, optimize your workflow, manage your energy, and cultivate sustainable habits for
continuous improvement, ensuring you can thrive both professionally and personally. This is more than a time

management course; it is a pathway to mastering your focus, energy, and professional output.

TARGET AUDIENCE / THIS TRAINING COURSE IS SUITABLE FOR:

Professionals at all levels seeking to enhance their productivity.

Team leaders and managers aiming to improve team efficiency.

Project managers and coordinators.

e Executives and senior leaders.

Entrepreneurs and business owners.

Administrative and support staff.

Anyone feeling overwhelmed by their workload and seeking better work-life balance.
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TARGET SECTORS AND INDUSTRIES:

Information Technology and Services.

Financial Services and Banking.

Healthcare and Pharmaceuticals.

Consulting and Professional Services.

Manufacturing and Engineering.

Retail and Consumer Goods.

Telecommunications.

Governmental agencies and public sector organizations.
Non-profit organizations.

Education and Academia.

TARGET ORGANIZATIONS DEPARTMENTS:

Human Resources and Training.
Operations and Production.

Sales and Marketing.

Project Management Office (PMO).
Finance and Accounting.

Customer Service and Support.
Research and Development.
Administration and Executive Support.
Information Technology.

Legal and Compliance.
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COURSE OFFERINGS:

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

e Develop a personalized time management system that aligns with their goals.

Master advanced prioritization techniques like the Eisenhower Matrix and Covey's quadrants.

o Implement effective strategies for planning, scheduling, and goal setting.

e Manage and minimize workplace interruptions and digital distractions.

e Apply techniques to overcome procrastination and build self-discipline.

e Delegate tasks effectively to enhance team productivity.

e Conduct efficient and purposeful meetings.

e Manage stress and energy levels to prevent burnout and maintain high performance.
e Cultivate sustainable habits for long-term personal and professional effectiveness.

e Optimize their daily workflow for maximum efficiency and output.

COURSE METHODOLOGY:

This training course from BIG BEN Training Center employs a dynamic and interactive learning methodology designed for
maximum engagement and practical application. We believe that mastering personal effectiveness requires more than
theoretical knowledge; it demands hands-on practice and personalized feedback. The program is structured around a
blend of expert-led presentations, interactive group discussions, and practical workshops. Participants will engage in real-
world case studies to analyze complex time management challenges and develop strategic solutions. Through self-
assessment tools and reflective exercises, attendees will gain deep insights into their current habits and identify key areas
for improvement. Collaborative activities and peer-to-peer coaching sessions will foster a supportive learning
environment, allowing participants to share experiences and best practices. The facilitator will provide continuous
guidance, ensuring that the concepts are not only understood but can be immediately applied in the participant's
professional context. The emphasis is on creating actionable plans and building sustainable habits that extend far beyond

the training room, ensuring a lasting impact on productivity and well-being.

www.bigben-training.com




COURSE AGENDA (COURSE UNITS):

UNIT ONE THE FOUNDATIONS OF PERSONAL EFFECTIVENESS

Understanding the psychology of time management.

Conducting a personal time audit to identify time-wasting activities.
The principles of personal effectiveness versus efficiency.

Setting a clear vision and defining personal and professional goals.
Identifying and overcoming common productivity barriers.

The link between mindset, energy, and time.

Introduction to core productivity frameworks.

UNIT TWO STRATEGIC PLANNING AND PRIORITIZATION MASTERY

Advanced goal setting with the SMART and CLEAR frameworks.

Mastering the Eisenhower Matrix for urgency and importance.

Applying the 80/20 Principle (Pareto Analysis) to focus on high-impact tasks.
Developing a strategic weekly and daily planning routine.

Techniques for breaking down large projects into manageable tasks.
Utilizing time-blocking and calendar management for proactive scheduling.

Aligning daily tasks with long-term strategic objectives.

UNIT THREE PRODUCTIVITY SYSTEMS AND WORKFLOW OPTIMIZATION

Implementing the Getting Things Done (GTD) methodology.

Mastering the Pomodoro Technique for focused work sessions.

Strategies for managing digital distractions and information overload.
Effective email and communication management techniques.

Organizing your physical and digital workspace for peak efficiency.
Leveraging technology and productivity tools without becoming dependent.

Building a seamless workflow from task capture to completion.
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UNIT FOUR MANAGING ENERGY, Focus, AND WELL-BEING

e The science of energy management versus time management.

e Techniques for building and maintaining deep focus and concentration.

e Strategies for stress reduction and building resilience.

e Recognizing the signs of burnout and implementing preventative measures.
e The importance of breaks, rest, and recovery for sustained performance.

e Developing a healthy work-life integration strategy.

e Mindfulness practices for improved clarity and decision-making.

UNIT FIVE ADVANCED SKILLS FOR SUSTAINABLE HIGH PERFORMANCE

o The art of effective delegation and empowerment.

e Running highly productive and outcome-oriented meetings.

e Developing powerful communication skills to protect your time.
e Building and maintaining high-performance habits.

o Creating a personal continuous improvement plan.

e Overcoming setbacks and staying motivated.

e Leading by example to foster a culture of productivity within a team.

FAQ:

QUALIFICATIONS REQUIRED FOR REGISTERING TO THIS COURSE?

There are no requirements.

HoOW 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 techniques and tools, how does one's personal philosophy and self-awareness fundamentally shape their

effectiveness and time mastery?
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WHAT UNIQUE QUALITIES DOES THIS COURSE OFFER COMPARED TO

OTHER COURSES?

This course distinguishes itself by adopting a holistic and deeply personalized approach to personal effectiveness, moving
far beyond the superficial application of productivity tools. While many programs focus solely on techniques, we
emphasize the foundational connection between self-awareness, energy management, and strategic alignment. We guide
participants to first understand their unique work styles, psychological barriers, and personal values before building a
customized productivity system. The curriculum integrates timeless principles from thought leaders like Stephen R. Covey
with cutting-edge strategies for navigating the complexities of the modern digital workplace. Instead of offering a one-
size-fits-all solution, our methodology focuses on cultivating sustainable habits and a resilient mindset. The interactive
workshops and real-world case studies ensure that learning is not passive but an active process of discovery and
application. Participants leave not with a list of tips, but with a comprehensive, adaptable framework for achieving
sustained high performance, reduced stress, and a more fulfilling work-life integration, making this a truly

transformational learning experience.
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