
Module 1: Understanding Time Management 

 

 (Course Outline): 

Introduces participants to the fundamentals of time management, including prioritization, goal setting, 

and identifying time wasters. 

 (Course Outcomes): 

 Analyze current use of time and identify areas for improvement 

 Learn techniques to overcome procrastination and manage distractions 

 Understand goal-setting principles and prioritize tasks effectively 

 Increase overall productivity and reduce stress 


