
The benefits of time management are many and varied, but some of the most important include greater 

productivity, confidence, the ability to meet goals and gain control over one’s life. Those who fail to properly 

manage their time often end up with a list of things left undone. These individuals also are often stressed out, 

edgy and simply not living up to their potential.  This course will benefit anyone who desires to truly get the most 

out of life, needs to organise themselves, has targets and deadlines to achieve and those with staff related 

production responsibilities. The course is packed with practical suggestions and advice which can be applied 

immediately. 

 

Contact us for further information and to discuss your requirements 
 

Email: info@talentridge.com 
 

 

 

What will I cover in the course 

 

 Delegation 

 Work pattern analysis 

 Procrastination 

 Diary Control Management 

 “Prime Time” implementation 

 Prioritising  and Deadline Planning 

 Handling Interruptions 
 

How is the course delivered 

 

This interactive course is delivered over a ½ day session 
 

What will I gain from this course 

   
 Establish individual self-management and organisation 
style. Clarify extent of change required and prioritise 
goal and objective setting.  Explore why targets are 
missed or deferred, provide solutions for minimising or 
avoiding self-imposed delays in future.  Effective diary 
management and Prime time model 
 
 

What do I do next 

Time 

Management 

TalentRidge provide personal development, 

training, guidance and other support services 

to a wide range of organisations and 

Individuals by unlocking talents and helping 

them to excel in today’s competitive 

environment. 

Our Courses, Training and Career 

Development Assessments are designed to 

support those who are either new to job 

hunting, are seeking a career change or for 

those who wish to build on their existing 

knowledge. 

 “passionate about helping people maximise 

their potential” 


