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	Creative Time Management



	Background
Ask anyone in business what their greatest challenge is and they will reply “time”.  They never have enough of it, they have lots of time thieves who steal it from them, they never get to the bottom of the pile or list.  All common complaints.  Time management is a lifelong challenge to all of us.  It is always worth spending some time looking at it and for ways that you could improve.  Small steps are better than big ones!!!

	Workshop Description
The workshop will share a series of practical tools and techniques from which you can pick and choose what would work for you.  Time will be spent understanding how the brain works and how we can make best use of it.  It is mans most under utilised resource! The work life balance struggle will not stop here but perhaps some small steps will be taken by the delegates to work further towards it.


	Module 1:
	Time – the challenge?
	· Define your challenge

· Understand the challenge

· Manage the challenge


	Module 2:
	Understanding your brain
	· How the brain works

· The tree structure

· Personal learning and work styles


	Module 3:
	Your workplace
	· Messy workplace = messy mind

· 7 Golden rules of order

· A workplace for success


	Module 4:
	Practical Application and Review
	· The tools

· Hints and tips

· Your experiences


Participants 
The workshop is for people who are getting frustrated at not being able to be in control of their days.  Delegates will need to be willing to try out some of the tools and techniques between the two half day workshops.
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