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Introduction

Managing competing demands, tight deadlines, and workplace pressure requires more than
good intentions it requires structured skills. The Advanced Time, Stress Management and
Prioritization Training Course equips professionals with proven techniques to organize tasks,
reduce pressure, and make sound decisions under pressure. Participants explore practical
frameworks such as the Eisenhower Matrix, time-blocking, and the Pomodoro Technique to
boost daily productivity. Furthermore, the course addresses stress triggers, resilience-
building habits, and mindfulness-based coping strategies. Through case studies and hands-
on exercises, attendees strengthen their ability to prioritize effectively and stay composed
under demanding conditions. As a result, participants leave prepared to manage their
workload confidently, protect their wellbeing, and consistently deliver results.

Advanced Time, Stress Management and Prioritization
Course Objectives

- Apply the Eisenhower Matrix to distinguish urgent tasks from important ones.

- Use time-blocking techniques to structure daily and weekly schedules effectively.
- Apply the Pomodoro Technique to maintain focus and reduce procrastination.

- Identify personal and workplace stress triggers using self-assessment tools.

- Practice mindfulness and breathing techniques to manage acute stress responses.
- Build resilience habits that sustain performance during high-pressure periods.

- Prioritize competing tasks using the ABCDE prioritization method.

- Set SMART goals to align daily actions with long-term objectives.

- Delegate tasks effectively to reduce workload and improve team efficiency.

- Develop personal action plans for sustained productivity and stress control.

Course Methodology
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- Interactive lectures introducing time management and stress reduction frameworks.
- Self-assessment exercises to identify personal productivity and stress patterns.

- Group activities applying the Eisenhower Matrix and ABCDE method to real tasks.

- Guided mindfulness and relaxation practice sessions.

- Case study discussions on workplace stress and prioritization challenges.

- Practical templates, including weekly planners and goal-setting worksheets.

Who Should Take This Course

- Professionals managing multiple projects and competing deadlines.

- Team leaders and supervisors overseeing demanding workloads.

- Administrative staff coordinating schedules and daily operations.

- Employees experiencing workplace pressure and seeking coping strategies.
- Managers responsible for team productivity and wellbeing.

- Anyone seeking practical tools to improve focus and reduce stress.

Advanced Time, Stress Management and Prioritization
Course Outlines

Day 1: Foundations of Time Management

- Define time management and its impact on productivity
- Identify common time-wasting habits and distractions

- Introduce the Eisenhower Matrix for task classification

- Distinguish between urgent and important tasks

- Apply time-blocking to structure a sample workday

- Set realistic daily and weekly time goals
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- Review case studies on effective time management

Day 2: Prioritization Techniques and Goal Setting

- Apply the ABCDE prioritization method to task lists

- Set SMART goals aligned with organizational priorities

- Break large projects into manageable action steps

- Use the Pomodoro Technique to maintain sustained focus

- Address procrastination through structured planning approaches
- Delegate tasks effectively to balance team workload

- Practice prioritization through group exercises

Day 3: Understanding and Managing Stress

- Define stress and its physical and mental effects

- Identify personal and workplace stress triggers

- Apply self-assessment tools to measure stress levels

- Distinguish between healthy pressure and harmful stress
- Introduce mindfulness techniques for stress reduction

- Practice breathing exercises for immediate stress relief

- Discuss the link between stress and productivity

Day 4: Building Resilience and Coping Strategies

- Develop resilience habits to sustain performance under pressure
- Apply cognitive reframing techniques to manage negative thoughts
- Practice relaxation methods for long-term stress control

- Build healthy boundaries between work and personal life
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- Address burnout prevention through proactive planning
- Use journaling techniques to track stress patterns

- Discuss real-world resilience case studies

Day 5: Integrating Skills for Sustained Performance

- Combine time management and stress reduction techniques

- Apply prioritization frameworks to ongoing workplace projects
- Build a personalized weekly planning and wellbeing routine

- Monitor progress using productivity and stress tracking tools

- Address setbacks with adaptive planning strategies

- Prepare a personal action plan for workplace application

- Conclude with group presentations and open discussion

Conclusion

By successfully completing the Advanced Time, Stress Management and Prioritization
Training Course, participants will have acquired practical skills in task prioritization,
structured scheduling, and stress reduction techniques. Furthermore, they will gain
confidence in applying tools such as the Eisenhower Matrix and mindfulness-based coping
strategies to daily challenges. As a result, attendees return to their organizations equipped
to manage workloads efficiently, sustain performance under pressure, and protect their
wellbeing. Gentex Training Center remains committed to delivering practical, results-driven
professional development programs across diverse industries.

FAQs
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Q1 What is the "Advanced Time, Stress Management
and Prioritization” course about?

This course covers structured techniques for organizing tasks, managing deadlines, and
reducing workplace stress. Participants learn practical frameworks, including the
Eisenhower Matrix and mindfulness-based coping strategies, to prioritize effectively and
maintain performance under pressure.

Q2 What are the key benefits of the "Advanced Time,
Stress Management and Prioritization” course?

Participants gain improved focus, reduced stress levels, and stronger prioritization skills.
These benefits translate into higher productivity, better work-life balance, and greater
resilience when facing demanding workloads and tight deadlines.

Q3 What skills will I gain from the "Advanced Time,
Stress Management and Prioritization” course?

Attendees develop task prioritization, structured scheduling, stress management, and
resilience-building skills. These core competencies enable professionals to manage
competing demands confidently while maintaining focus and wellbeing in fast-paced work
environments.
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Q4 What tools, methods, or standards are covered in
the "Advanced Time, Stress Management and
Prioritization” course?

The course introduces the Eisenhower Matrix, time-blocking, the Pomodoro Technique, the
ABCDE prioritization method, and mindfulness-based relaxation practices. These practical
tools help participants organize tasks and manage stress systematically.

Q5 How is the "Advanced Time, Stress Management
and Prioritization” course applied in real-world
practice?

Participants apply prioritization frameworks and stress-reduction techniques to real
workplace scenarios through case studies and planning exercises. This practical approach
helps professionals manage workloads confidently and stay composed under daily pressure.
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