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MMaasstteerriinngg  PPrroojjeeccttss  &&  TTiimmee  MMaannaaggeemmeenntt
takes a close look at this critical area of
personal and professional development
in which everyone can benefit.
Participants learn that becoming
excellent project and time managers ~
accomplishing more in less time ~ is
not necessarily learning how to use new
and different tools, but rather streamlining
their existing resources and becoming
more process and system oriented.  

MMaasstteerriinngg  PPrroojjeeccttss  &&  TTiimmee  MMaannaaggeemmeenntt
explores the basic principle that good time
management skills are “created” by first
identifying the misuses of time, then
correcting them.  In essence, participants
learn methods to discipline themselves to
set timelines, and focus on tasks they
recognized as high gain activities to
maximize productivity on a consistent basis.

Mastering Projects & 
Time Management

Maximizing Productivity, Profits & People

MMaasstteerriinngg  PPrroojjeeccttss  &&  TTiimmee  MMaannaaggeemmeenntt
requires participants to identify the most
common misuses of their time, such as
avoiding those tasks that appear too
lengthy or unpleasant or focusing on
“busy work,” and provides easy, helpful
tips and techniques to improve
planning, performance and satisfaction.
Participants learn the value of “master
lists,” scheduling their days for
maximum performance, and how to
conquer procrastination.  

MMaasstteerriinngg  PPrroojjeeccttss  &&  TTiimmee  MMaannaaggeemmeenntt
is a fun and informative, as well as
introspective session.  Participants leave
empowered to become more productive
by streamlining ineffective and inefficient
processes, assisting them with achieving
greater personal and professional
satisfaction and success. 

Program Benefits

� Increases performance by
improving goal setting and

organizational skills.

� Accomplish more in a
shorter time in order to focus

on high-gain activities. 

Program Benefits

� Increases productivity,
professional results, and

personal satisfaction.

� Reduces stress.

� Enhances positive
communication between   

co-workers. 

� SSeettttiinngg  PPrriioorriittiieess  
aanndd  IInnccoorrppoorraattiinngg  
aa  MMaasstteerr  LLiisstt

� AAnnaallyyzziinngg  WWoorrkk  
AApppprrooaacchheess  aanndd  
SSeettttiinngg  GGooaallss

� EElliimmiinnaattiinngg  &&  
SSttrreeaammlliinniinngg  TThhee  
SSeevveenn  MMaajjoorr  
TTiimmee--WWaasstteerrss

� TThhee  44  DDss  ooff  
EEffffeeccttiivvee  PPaappeerr  
MMaannaaggeemmeenntt

� FFooccuussiinngg  oonn  HHiigghh--
GGaaiinn  AAccttiivviittiieess

� EEffffeeccttiivvee  PPllaannnniinngg  &&  
EExxeeccuuttiinngg


