
 

TIME MANAGEMENT:  

PLANNING & ORGANIZING OWN WORKS 

 

 

COURSE OVERVIEW 

The planning and organization of tasks is the activity of bridging the gap from where you are 

now to where you want to be. 

This course will concentrate on the four principles of the planning function: 

How are we going to achieve the task? 

Who does what? 

When does it have to be done? (Priority) 

To what standard? 

Being able to set priorities and allocate time appropriately are critical skills for achieving 

goals. If processes are organized, the planning, directing and controlling techniques will fail 

and consequently time, quality and performance suffer.  

 

 



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 productivity and strengthen 

planning, scheduling and 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? 

 

 

 

 

 

 


