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Time Management

In this era of constant connectedness, multi-tasking and high Methods
expectations, it is more important than ever to use your time
effectively and efficiently. The pressure of having “too much to do”
in “too little time” can lead to stress, burnout and ineffective use of
your time and energy. Even with the best plan for the day, things
arise daily that can throw you off that plan. This workshop will give Important
you a variety of simple tools and methods to help you improve your
work routines, accomplish tasks more efficiently, improve your
productivity, and achieve your goals more quickly.

Individual work, partner and group exercises, group discussion,
examples, PowerPoint presentation.

Please bring your calendar and your “to do” list to the workshop.

Trainer: Linda Block

Through interactive exercises, you will examine your own personal . . . . .
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work habits and methods and learn techniques to:

= QOrganize your “to do” list

= Plan your day, week and month effectively

= Set goals and priorities

= Analyze importance and urgency of tasks

= |dentify and eliminate disturbances and “time thieves”

= Say “no” the right way at the right times

WHEN

19.01.2021 09:00 - 13:00 BooK HERE
26.01.2021  09:00 - 13:00



https://studip.tu-braunschweig.de/dispatch.php/course/details/index/2214712c0b8681e105f1fd0b74b1efc3

