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Arizanti Academy

Evolve a passion for learning

Time Management & Productivity

Training Agenda

Welcome & Program Overview
Time & Time Characteristics
Time Management Concept
Coffee Break

Time Management Obstacles
Productivity Concept

Urgency as a Concept
Sense of Urgency

Coffee Break

Goal Setting and Planning
Developing Time Schedules

Time Management Techniques
Prioritization

Coffee Break

Time Distractions

Workplace Distractions

10 Minutes
30 Minutes
50 Minutes
15 Minutes
30 Minutes
45 Minutes

30 Minutes
60 Minutes
15 Minutes
30 Minutes
45 Minutes

30 Minutes
60 Minutes
15 Minutes
30 Minutes
45 Minutes

9:00 AM —-9:10 AM
9:10 AM - 9:40 AM
9:40 AM —10:30 AM
10:30 AM —10:45 AM
10:45 AM —11:15 AM
11:45 AM —12:00 PM

9:00 AM —-9:30 AM
9:30 AM - 10:30 AM
10:30 AM —10:45 AM
10:45 AM —11:15 AM
11:15 AM —12:00 PM

9:00 AM —-9:30 AM
9:30 AM —-10:30 AM
10:30 AM —10:45 AM
10:45 AM —11:15 AM
11:15 AM —12:00 PM

www.arizanti.com




