
 

  

LEARN HOW TO MANAGE TIME FOR EFFECTIVE RESULTS COURSE OUTLINE 
COURSE 
CONCEPT 

During your work, there will be problems and workplace challenges for you to address and 
overcome.  Overcoming these challenges is what separates those that can handle these 
successfully and are able to learn and grow, from those who are unable to manage or 
overcome these situations.  By utilising self-management skills, it will enable you to work 
effectively to attain high level performance, build relationships with others, and attain job 
satisfaction and wellbeing.   

AUDIENCE For individuals who want practical ideas and techniques to reduce stress, increase 
productivity and improve work-life balance. 

AIMS  
• Recognise your present time usage and identify ways of improving your time usage to 

enable work goals and priorities to be met.  

• Employ effective and efficient strategies to manage your time management issues 

such as distractions and procrastination to reduce stress and balance work goals, 

tasks, and priorities. 

• Develop skills of delegation to determine what you will delegate and to whom and 

collaborate to achieve the desired results. 

• Analyse your work-life balance and apply strategies for wellbeing 

• Identify goals to achieve targets for success for long-term vision and strategise tasks 
for short-term motivation and achievement. 

COURSE 
CONTENT 

Time management for effective results 

• Elements of time management 

• Time management issues, and strategies to manage issues 

• Time management that is based on personal values 

• Using your energy level to undertake tasks 

• Procrastination and strategies to overcome 

• Identifying your task and goal priorities  

• Delegating tasks to manage your time 

• Work-life balance and strategies for your professional and personal wellbeing 

• Goal planning for success 

• Your life purpose and your goals 

• Action plan to manage your time 



 

 

LEARN HOW TO MANAGE TIME FOR EFFECTIVE RESULTS COURSE OUTLINE 
LEARNING 
OUTCOMES 

On completion of the program, you will be able to: 

• Define and apply the principles of time management and goal planning to professional 
and personal situations 

• Analyse your current use of time, recognise time wasters, and apply appropriate 
strategies to overcome/reduce time management issues 

• Review your time management in the workplace, and identify your energy levels and 
select appropriate tasks to complete that match your energy levels 

• Recognise and strategise action to deal with procrastination  

• Delegate tasks and responsibilities to manage time, develop, collaborate, and 
motivate others 

• Reflect on your work-life balance and apply strategies for your personal and 
professional wellbeing 

• Connect your goals to your life purpose 

• Attain your goals to achieve success 

LEARNING 
ACTIVITIES 

The online course consists of the theory with a range of interactive activities that include: 

• Workplace application 

• Reflective activities 

• Questionnaires 

• View video clips with reflections of your learning 

• Developing a vision board 

• Guided meditation 

• Case studies 

• Writing an Action Plan to achieve your career goals 

DURATION Self-paced learning, approximately 6 hours 

ADDITIONAL 
PROFESSIONAL 
DEVELOPMENT 

If you have specific and challenging issues, we can further assist with optional coaching 
sessions in a one-to-one or in a small group session.  

Upon completion of your full course or individual course, we offer ongoing supervision in 
your practice through our Career Coaching and Training membership program. 

FURTHER 
INFORMATION 

careercoaching.training 

hello@careercoaching.training 


