Time Management Techniques
= Identify the advantages of time
management
= Determine who is in control of their time
= Share best practices for managing tasks

Scheduling & Prioritization
= Self-assessment of your daily schedule
= Create a realistic and productive
schedule
= Learn about and apply the ABCDE
method

Time Wasters
= |dentify ways to deal with distractions
and interruptions
= Learn strategies to break procrastination
habits

The Time Matrix
= |dentify the four quadrants
= Determine which quadrants comprise
the majority of their day
= Discuss how to manage time more
effectively and ‘Stay North’

For Employee Assistance Program Services, please call 1-800-448-TEAM
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