Everyday, we face the challenge of accomplishing everything we planned on
doing in a limited amount of time. Often, at the end of the day, we realize that
we didn’t finish our “to-do list” or that overtime has become somewhat of a
habit. Disruptions, postponements or the lack of a rigorous planning are some

of the reasons for time to appear insufficient.

Priorities Matter!™ is different from every other program present on the market.
Time management isn’t just about organizing your own schedule, because in an
environment where you face the constant pressure of business and change, your
day to day actions depend on your manager as well as your coworkers. Therefore
personal discipline must be combined with proactivity and the capacity to build
healthy relations with those around you.

We have used our 10 years’ experience in delivering Priorities Matter!™ to
continuously adapt and improve the course methods and instruments. Developed
in accordance with our clients daily challenges and experiences within the
Romanian business environment, the course helps participants build their own
personal efficiency solution in order to achieve the highest rate of productivity.

Attend the course and find out how to balance your responsibilities and make the
8 hours on the job work for you!

Discover our Open Courses Calendar on www.humaninvest.ro/cursuri_deschise.html
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Learning Objectives Who should attend:
e Acquiring a healthy Time Management philosophy * Individuals who want to increase
« Setting personal objectives and prioritising tasks according to their effectiveness
the needs of the organisation * Executives and supervisors
« Distinguishing between importance and urgency of tasks and * Mid-level managers
projects * Employees who are empowered
* Essential skills to reach goals to prioritize their own tasks
* Creating a personal system of Time Management

How to register:

Key subjects 1. Download and fill the Application
Form from our Open Courses web
* Time Management Philosophy page
* Consequences of habits over personal productivity 2. Send it through e-mail at
* The “Priorities Matter!™” Model dana.istrate@humaninvest.ro or
* Important/ Urgent Matrix and ways to put the 80/20 rule into through fax at : +40213188929.
practice

* Time Thieves
* Essential skills to reach goals — focusing on assertiveness and

delegation Note: Attendance

is limited to 16
participants per
course

Discover our Open Courses Calendar on www.humaninvest.ro/cursuri_deschise.html
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Philosophy and Habits
v" Proactivity — the winning attitude
v’ Intro v" Influence circle and comfort zone Short Schedule fOf
v Mirela lordache Case Study v’ Harold Taylor video (time management Both DayS:
v" “Time management journal” exercise and habits)
AM
The Priorities Matter! Model v’ Step 1: Roles in general
v" Roles at a professional level * 08:30 - 09:00 Welcome Coffee
v" Solutions for the Mirela lordache case v* Different roles — different degrees of Day 1 .
study importance 9:00 09:00 — 11:00 Course Session
v' Discovering the model based on the v’ Step 2: SMART objectives ( . am,
fore mentioned solutions PM | 5:00 pm) ¢ 11:00 — 11:30 Coffee Break
11:30 - 13:00 Course Session
The Priorities Matter! Model v’ Step 4: Planning * 13:00 - 14:00 Lunch Break
y v' Time management instruments:
Summary of day 1 Agenda, To-Do List ON _ 1C. .
v’ Step 3: Prioritizing v’ Harold Taylor video (Agenda) 14:00 - 15:30 Course Session
v’ The Important/ Urgent matrix v' Identifying time thieves 15:30 — 15:45 Coffee Break
v’ The 80/20 rule AM * b doao Lotlee Brea
Skills v Assertiveness® 15:45 — 17:00 Course Session
v Effective meetings*

v'Time thieves: solutions v"“A usual week” case study* Day 2
v'The correct use of emails v’ Final wrap-up (900 am
v'Reasons why we postpone v Personal lessons !
v'Delegating* em | 5:00 pm)

*The trainer will choose to work on one, maximum two, of
these 4 subjects, depending on the needs of the audience

Discover our Open Courses Calendar on www.humaninvest.ro/cursuri_deschise.html
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What Participants Are Saying
Cancellation Policy:

“| already started to have a more organized planner and | was just thinking that when |
have to turn in my end of the week activity report it will all be simple and....it will save Human Invest can cancel or postpone

me some time®. And this week’s planning was much more organized." the course at least 5 days prior to the

Participant .
P course. Any  cancellation or

“l also enjoyed the two days we spent together and | thank you again; | am more aware postponement must be notified at

of the time | have and as Harold Taylor said | won’t let anybody steel it... © just dana.istrate@humaninvest.ro.
kidding...”

If you cancel/postpone at least 14
Participant )
days prior to the course, your

payment will be refunded. If you
cancel/postpone at least 7 days prior
Recent Clients Who Recommend This Program to the course, only 50% of your
payment will be refunded. There will

Vodafone Kraft Jacobs be no refund for cancelling/
Computaris Avrig 35 postponing less than 7 days prior to
Metro Group International PricewaterhouseCoopers the course.

Quintus TPA Horwath Bancpost

Holcim GSK
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