


COURSE OBJECTIVES 

By the end of this course delegates will have a detailed understanding of the skills required to 

plan, schedule and manage priorities more effectively to meet their deadlines. 

Upon completion of this program delegates will be able to: 

• Identify the stages involved in strategic planning, scheduling and 

controlling work, and apply them to their own environment. 

 

• Define the importance of planning and scheduling in relation the 

functions of management. 

 

• Plan strategic daily tasks and goals and prioritise them. 

 

• Control the resources available to them and their team. 

 

• Recognize the importance of setting and checking against agreed 

standards. 

• Monitor daily work habits and determine areas for improvement. 

 

• Apply critical path methods for planning projects and work activities 

 

• Organize and plan work processes in order to enhance personal and 

corporate performance. 

 

• Set goals and priorities that enable them to effectively manage time. 

 

• Identify, evaluate and select tools that help with time and priority  

management. 

 

• Embrace  organisational change and to develop strategies for 

overcoming resistance. 
 

  



WHO SHOULD ATTEND 

This course is valuable for those who want to improve their time-based approach to 

management  and strengthen planning, scheduling, priority and time management skills. 

Personnel from technical and non-technical functions will find this course beneficial. 

 

 

COURSE DURATION 

2 Days 

 

 

COURSE LANGUAGE 

English 

 

 

PROGRAM METHODOLOGY 

The programme is highly interactive and is conducted through facilitator support, group 

discussion, role-plays, and practical exercises with delegates practicing the skills they have 

learned during the program.  

 

  



COURSE OUTLINE 

� Introduction  

• The importance of planning, 

scheduling and organizing 

 

� Introduction to the Management 

Functions  

• Planning 

• Organizing 

• Delegating 

• Directing/Leading 

• Controlling 

 

� Planning And Scheduling 

• Introduction  

• Definition 

 

� Planning Theory 

• Introduction 

• What is a Plan? 

• Planning Involves 

• Why Plan? - Aims of Plans 

• Elements of a plan 

 

 

� Practical Planning - From Plans to 

Actions 

• Aids to planning 

• Other Aids to Planning 

• Define Objectives -  SMART 

• SWOT Analysis 

• Operational Plan 

• Resource Requirements 

• Using The Plan 

• Contingency Planning 

� Prioritising Your Work 

• Creating a schedule that works for 

you and not against you  

• Fitting work plan into the categories 

• Must-Do 

• Should-Do 

• Effective delegation 

• Dealing with deadlines 

 

� Organising and Controlling 

• Defining Objectives 

• Communicating 

• Setting performance standards 

• Performance evaluation – follow up 

• Collecting data 

• Comparing results 

• Modifying plans 

 

� Conquering Time 

• Recognizing inappropriate pressures 

on your time  

• Assessing your over-commitment  

• Techniques for making decisions 

quickly and accurately  

 

� Recognizing How You Manage Time  

• Effective supervision of time 

• The Pareto principle 

• Managing time effectively 

• How do you waste your time? 

 

 

 

 

 

 

 

 

 

 



FACILITATOR/PRESENTER  PROFILE 

 

 
 

John B. Straker  

M.Sc., P.G.C.E., C. Eng., M.C.I.P.D. 

(British National) 

 
John is an U.K. citizen who is a presenter of programs in the Management Sciences as well as 

a specialist Consultant in Human Resources, delivering training programs and undertaking 

H.R. projects for major corporations on a range of Organizational and Human Resource 

issues. 

 

As a Principal Specialist in his field, he has extensive worldwide experience implementing 

performance solutions, graduate development programs, succession plans, establishing 

‘greenfield’ H.R. functions and creating major management training and development centres 

of excellence and delivering seminars. 

 

His HR and management development experience spans over 30 years in a global 

environment, working for a diverse range of multinationals including; Shell, Chevron/Texaco 

(Kuwait), Caltex  (Bahrain), Foster-Wheeler (Yanbu) etc. This selection of companies has 

given him the opportunity to live and work in a variety of countries such as: Australia, New 

Zealand, Canada, USA, Europe and the Middle East. 

 

Work Experiences in the Middle East and Qatar  
           2012 Negotiation Skills for QP 

2012 Leadership for QP 

2012 Negotiation for QP 

2012 Management for QP 

2013 Supervisory Skills QAFCO 

2013 Leadership for QP 

2014 Supervisory Skills for QAFCO 
 
His academic posts include lecturing for the University of Wales, NEWI College and  the 
other academic posting was with the King Fahad University of Petroleum and Minerals in 
Dhahran, Saudi Arabia.  
 
John has held very senior positions in the management and human resource fields, for 
example; Consultant to the Vice President of Chevron, Group Manager of Human Resource 
Development for the Savola Company, Jeddah, Learning Program Manager, Foster-
Wheeler, Yanbu and Head of Employee Development for Dubai Aluminium.  
 
During his time in Dubai, he created - from a green-field site – the management and 
graduate development center for the oil, gas and aluminium industries. The Centre was 
opened by H.R.H. Princess Anne and recognized by the World Bank as one of the most 
advanced centers for HRD in the Middle East. Later in his career, he established the 



Management Centre of Excellence for Savola in Jeddah, which became a self-funding 
institute due to the demand for the first class presentation of its programs. 
 
Presently, he now conducts programs in Qatar, UAE, Bahrain, Oman and Saudi Arabia in a 
range of management and supervisory programs and human resources plus undertaking 
H.R. projects to help organizations improve performance at the individual and organizational 
level. His interests lie in developing potential in all employees by creating a highly 
interactive learning environment.  
 
John, therefore, conducts programs that are action oriented in style, with group and 
individual participation.  His aim is to deliver programs that meet the organizational needs 
with the goal of achieving business results. 

 

 


