
Objective 

One of the most repeated phrases you will hear in offices is "we don't have enough time" - to which the response is often 

"work harder!”. This can lead to overtime, stress - and often a poorly done job. This program will help you to prioritise and 

effectively manage a challenging workload. You will be more productive and get work done in less time with less stress!  
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Course Outline 

Module 1: Getting Started 

• Workshop objectives 

• Ice-breaking session 

Module 2: Setting SMART Goals 

• The SMART way 

• Prioritizing your goals 

• Visualization 

 Module 3: Prioritizing Your Time 

• The Parkinson’s rule 

• The 80/20 rule 

• The urgent/important matrix 

• Being assertive 

• Case study 

 Module 4: Planning Wisely 

• Maximizing the power of your productivity journal 

• The glass jar: rocks, pebbles, sand, and water 

Module 5: Tackling Procrastination 

• Why we procrastinate 

• Nine ways to overcome procrastination 

Module 6: Organizing Your Workspace 

Who Should Attend 

This program is divided to junior level and senior level 

Training Methodology 

The training will encompass audio-visual  presentations, 

group exercises, survey, discussions and quiz. 

Smart decisions. Lasting value. 

For more information, kindly contact:- 

Vicky Ramachandran | vicky.r@crowe.my | 016 201 0838 

Carol Victor | carol.victor@crowe.my | 016 202 7470 

*This course is eligible for HRDF 

Duration: 1-Day  

Maximum No. of participants: 20 

Learning Outcomes 

• The realisation of the importance of managing time in life. 

• Setting work and life goals related to time. 

• Prioritise work tasks and eliminate procrastination. 

• Using simple time management tools for managing tasks. 

*Upon request, our training programmes can be conducted  

in-house or at specified locations face to face or online. Content 

for the programmes can be customised to accommodate the 

client's requirements and business nature. 

The Art of Productivity: Doing More In Less Time 

*The programme contents/modules is subjected to changes to 

enhance learning and the participants needs. 
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