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Training Description:

The overall aim of this course is to provide participants with the competencies required to help them use
their time efficiently and effectively. Participants on this interactive course will explore the importance
of using time management skills and stress control technigues to improve their positive impact at the
professional and social levels.

Training Objectives:

By the end of the training, participants will be able to:

Define time and its components

Identify and manage time wasters

Set goals and objectives and prioritize accordingly

Apply one or more of The 7 Habits of Highly Effective People
Define what stress is and how the body responds

Analyze the causes of stress accurately and plan to control them
Suggest various ways and techniques to lower stress levels
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Training Designed for:

This course is intended for all managers, supervisors and employees who wish to improve their
management of time and reduce stress levels in order to improve their performance at work and life in
general.

Training Requirement:

“Hand’s on practical sessions, equipment and software will be applied during the course if required and as
per the client’s request.”

Contents can be adapted to your specific wishes. It is therefore possible to focus on specific modules of the
training course as per client’s learning needs and objectives. Further, it should be forwarded to us a month
prior to the course dates.

Training Program:

FIVE DAYS:
% PRE-TEST
+«+ DEFINITION OF TIME MANAGEMENT
e Value of time as a resource
e Myths about time management
e Role of time management
+«+ IDENTIFYING AND MANAGING TIME WASTERS
e Self-imposed time wasters
e System-imposed time wasters
e Managing time wasters: Planning, organizing, staffing, directing, controlling,
communication and decision-making
Eliminating bad habits
e The attitude pyramid
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Setting Goals and Priorities
Difference between a goal and an objective
Setting goals effectively
Developing the habit of a to-do-list
The self-management matrix
e Setting priorities
+«» THE SEVEN HABITS OF HIGHLY EFFECTIVE PEOPLE (by Stephen Covey)
e Being proactive
Beginning with the end in mind
Putting first things first
Thinking win-win
Seeking first to understand then to be understood
Synergizing
Sharpening the saw
+» INTRODUCTION TO STRESS
e What Is stress?
e Facts about stress
e How do you know when you are stressed?
+» ENVIRONMENTAL STRESS
e Environmental stressors
e Chemical and nutritional stressors
e Lifestyle and job-related stress
e Stress and burnout
++ SIGN OF STRESS
e Physical stress
e Cognitive (Mental) stress
e Behavioral stress
e Emotional stress
e Acute and chronic Stress
+* MANAGING STRESS
e Time management
e Physical exercise: Physiological effects of exercise, muscle relaxation, breathing
techniques, visual imagery, sleep and music
e Healthy diets
e Relaxation and training
e Tips and recommendations
¢+ Course Conclusion
¢ POST TEST and Evaluation

Training Fees:

TBA as per the course location - This rate includes participant’s manual, hand-outs, buffet lunch, coffee/tea
on arrival, morning & afternoon of each day.

Note: The 5% VAT (Value Added Tax), will be effective starting 01° of January 2018 as per the new
regulation from the UAE Government. The VAT applies for all quotation both for local and abroad.
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Training Certificate(s):
CMCT Internationally recognized certificate(s) will be issued to each participant who completed the course.
Training Methodology:

This interactive training course includes the following training methodologies as a percentage of the total
tuition hours:
o 30% Lectures, Concepts, Role Play
e 70%  Workshops & Work Presentations, Techniques, Based on Case Studies & Practical
Exercises, Gamification, Software & General Discussions
e Pre and Post Test

Training Timings:

Daily Timings:
07:45-08:00  Morning Coffee / Tea
08:00 - 10:00 First Session
10:00 - 10:20  Recess (Coffee/Tea/Snacks)
10:20-12:20  Second Session
12:20-13:00  Recess (Prayer Break & Lunch)
13:00 - 14:00 Last Session

For training registrations or in-house enquiries, please contact:
Aisha Relativo - Training & Career Development Manager
aisha@cmc-me.com / training@cmc-me.com

Tel.: +971 2 665 3945 or +971 2 643 6653 | Mob.: +971 52 2954615
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