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Time Management 
& Prioritising

For anyone under time pressure who wants practical tools, tips and 
techniques to manage their time and competing priorities better.

Outcomes

✓
Make the best use of the time you 
have available

✓ Work productively and efficiently

✓ Clarify priorities

✓
Be more confident in managing time 
pressure and overload

Content

 Case work: problems into solutions


Top time management tips and 
techniques

 Setting then delivering priorities

 Case study: applying the learning

 Reflection and action planning

Learning Approaches

on site or         onlinecore learning input

self-assessment questionnaire

facilitator's ideas & suggestions

paired activities

puzzles & games

group activities

solo activities

research-based learning

audios

multimedia learning input

your questions (Q&A)

quiz round / polling

videos

self directed research

your ideas & suggestions

presentation (solo/group)

action learning set
facilitation

'real life' case work

learning recap quiz

teamwork & collaboration

brainstorm

tools & templates

role play / simulation

open discussion

case work

good practice guide

reflection & consolidation

paired & group activities
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