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Through this program, you will be certified to train your organization’s staff
to better distinguish between effective and ineffective use of time, to
prioritize activities such that time is spent on the things that are important,
and to attain desired results by managing time effectively.

At the end of the Certification, you can expect a short assessment and
you'll need to complete an assignment, after which you will be certified to
administer, interpret as well as train using the Time Mastery Profile.

What will | experience?

* Increase awareness of one’s time management strengths & opportunities
Develop the “Can Do” attitude towards time management

» Optimize available time with effective choices

» Handle multiple priorities

» Control one’s tendency to procrastinate

» Control one’s tendency to interrupt others as well as curb interruptions

» Enhance one’s ability to assess & deal with time limitations realistically

Insight Into Personal Work Habits
» Help people identify and understand their time management strengths
"H$ and growth areas
% & + Understand the roots of undesirable habits
1 [ ° » Recognize the most important liabilities in work habits

% | ow Process to Improve Self -Management
% & & ( » Help people develop strategies and techniques to develop more efficient,
productive work habits
» Learn behavioral changes for effective time management

Establish Common Language to Discuss Time Managemen  t
() *+,- » Help people develop a language through which they can efficiently and
accurately discuss time management

» Create performance discussions that are more objective
o +"% . & T

# $ Dialogue About Differences in Time Management
( % » Help people create a forum in which they can discuss personal and group
(O *1+,- work habits

« Discuss personal frustrations without fear of causing offense
 Help your organization to redefine the work culture
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