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MASTERING TIME: TIME MANAGEMENT
ONLINE COURSE

Competence Canada Course ID: 4214

Recommended Prior Knowledge/ prerequisites:

No specific prerequisites are necessary, making this course accessible to individuals

with varying levels of experience.

Course Duration:

This time management course is designed to be completed in a flexible online delivery
format, spanning over a period of 4 hours. The course is divided into modules that
participants can engage with at their own pace, allowing for personalized learning and

application of concepts.

Learning Objectives:

¢ Understand the key principles of effective time management.

o Identify personal time management challenges and develop strategies to
overcome them.

e Prioritize tasks and set achievable goals using various time management
techniques.

¢ Implement strategies for reducing procrastination and increasing productivity.

¢ Utilize technology tools and resources to enhance time management skills.

e C(reate personalized schedules and routines that optimize daily productivity.

e Manage interruptions and distractions while staying focused on important tasks.

e Develop the ability to delegate tasks and responsibilities when necessary.

¢ Enhance decision-making skills to allocate time efficiently between tasks.

e Evaluate and adjust time management strategies for long-term success.
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Knowledge:

¢ Time management theories and models

o Effective goal setting and task prioritization

e Techniques to manage and allocate time for various activities
e Strategies to overcome procrastination and enhance focus

e Tools and software for time tracking and task management

e Delegation and teamwork in a time-sensitive environment

e Stress and time management correlation

e Strategies for maintaining work-life balance

e Continuous improvement and adaptation of time management habits

Who should attend?

This time management course is suitable for individuals from all professional
backgrounds and walks of life. Whether you're a student looking to excel in your
studies, a professional striving for increased productivity, an entrepreneur managing
various tasks, or someone seeking better work-life balance, this course will provide
valuable insights and practical strategies to enhance your time management skills and

overall effectiveness.

Certificate
The E-certificate will be issued with soft signature. You may print hard copy for your

reference.

If you would like a physical certificate, Competence Canada can issue one for an

additional cost which includes shipping.

Fee Structure:

These fees include digital course materials, training, and the cost of issuing certificate.
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How To Get Started:

For more information or to sign up for this course, please email us at

trainings@competencecanada.com or visit us at CompetenceCanada.com to learn more

about our trainings, accreditation, and membership programs.

About Competence Canada:

Competence Canada is a Canadian-based organization committed to promoting safety,
social good, and sustainability in the workplace. We recognize that skills, experience,
and training are essential for individuals to excel in their careers and make a positive
impact in their communities. That's why our goal is to provide high-quality training and
certification programs to individuals across a range of industries, empowering them

with the tools and knowledge they need to succeed.

Through our comprehensive education and certification programs, we are dedicated to
helping you gain a competitive edge in your field. Whether you're looking to advance in
your current role, switch careers, or stay up-to-date on the latest industry standards,
Competence Canada is here to support you. Our team of experts is committed to
providing the highest level of service and guidance, so you can achieve your

professional goals and make a meaningful impact in your workplace and beyond.
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