Coaching and Consulting Center

Time Management and Self-Consciousness
Course Type: Personal Development & Productivity Training
Description:

This training aims to help participants master essential time management techniques while
developing self-consciousness (self-awareness) for personal and professional growth. The course
will provide practical tools to prioritize tasks, reduce procrastination, and manage time
effectively. Additionally, it focuses on understanding one's thoughts, emotions, and behaviors to
improve decision-making and productivity.

Author Vision:

Time is the most valuable resource. By combining effective time management with self-
consciousness, individuals can enhance productivity, reduce stress, and achieve their goals. This
training will empower participants to take control of their time by first understanding themselves
better.

What You Will Learn:

e Foundations of Time Management: Core principles, common challenges, and effective
strategies.

o Goal Setting and Prioritization: Setting SMART goals and applying prioritization
techniques like the Eisenhower Matrix.

e Overcoming Procrastination: Identifying root causes and using techniques like the
Pomodoro Technique and time-blocking.

o Building Self-Consciousness: Techniques for mindfulness, emotional intelligence, and
understanding personal productivity patterns.

o Work-Life Balance: Strategies to balance professional obligations with personal well-
being.

e Focus and Flow: How to achieve deep work states for maximum productivity.

e Tools and Techniques: Best apps, planners, and digital tools for effective time
management.

Course Outline:

1. Introduction to Time Management

o The importance of managing time effectively.

o ldentifying time wasters and productivity leaks.
2. Goal Setting & Prioritization
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o Setting clear, actionable goals.
o Prioritization frameworks: Eisenhower Matrix, ABCDE Method, and Pareto
Principle (80/20 rule).
3. Procrastination & Focus
o Why we procrastinate and how to stop.
o Focus techniques like the Pomodoro Technique and batching tasks.
4. Self-Consciousness & Productivity
o Building self-awareness through mindfulness.
o Understanding how emotions affect time management.
o Managing energy, not just time.
5. Planning & Scheduling
o Daily, weekly, and monthly planning techniques.
o Time-blocking and calendar optimization.
6. Achieving Work-L.ife Balance
o Defining personal success and balance.
o Setting boundaries and learning to say "no."
7. Tools & Resources
o Bestdigital tools: Trello, Asana, Notion, and Google Calendar.
o Productivity apps for habit tracking and time analysis.

Key Learning Outcomes:

o Improved ability to set and achieve goals.

o Enhanced focus and reduced procrastination.

o Greater self-awareness leading to better decision-making.

o A balanced approach to managing personal and professional responsibilities.
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