
TASKS ON TIME



Introduction
Tasks on Time Training Course prepares professionals to deliver work reliably and on
schedule, without relying on last-minute pressure. Participants learn how to plan
realistically, prioritise honestly, and protect their attention from constant interruption. The
program combines time management techniques with task planning, delegation discipline,
and workload negotiation. As a result, learners gain a working system they can keep rather
than a temporary burst of effort. Furthermore, the course strengthens prioritisation
judgement, expectation management, and the personal habits that make deadlines normal
rather than dramatic.

Tasks on Time Course Objectives
- Assess current time use with time logs and workload audits.

- Set goals and tasks using the SMART criteria and clear definitions of done.

- Prioritise with the Eisenhower matrix and impact-effort analysis.

- Plan work with work breakdown structures and task sequencing.

- Apply the Pomodoro Technique and time-blocking for focus.

- Manage interruptions, notifications, and meeting load.

- Use GTD (Getting Things Done) capture and review practice.

- Estimate task duration and buffer realistically using three-point estimation.

- Delegate and negotiate deadlines with clear trade-offs.

- Track progress with task boards and simple performance metrics.

Course Methodology
- Interactive sessions built on real deadline and workload cases.

- Workshops on prioritisation, time-blocking, and task planning.

- Group exercises on estimating, negotiating, and delegation.



- Hands-on practice with task boards, checklists, and review routines.

- Simulation of compressed deadlines and competing demands.

- Facilitator coaching and peer review on personal productivity plans.

Who Should Take This Course
- Professionals managing heavy, competing workloads.

- Team leaders and supervisors coordinating multiple tasks.

- Administrators and coordinators handling many deadlines.

- Project team members working to fixed schedules.

- Managers juggling delivery, meetings, and reporting.

- Anyone struggling to finish tasks on time consistently.

Tasks on Time Course Outlines

Day 1: Where Your Time Actually Goes
- Time logs and workload audits: finding the real picture.

- Common time traps: interruptions, overcommitment, and perfectionism.

- Urgency versus importance with the Eisenhower matrix.

- Energy patterns and matching hard tasks to peak hours.

- Setting goals and tasks with SMART criteria.

- Defining "done" so tasks can actually close.

- Case study: a professional who was always busy but never finished.

Day 2: Planning and Prioritisation That Works
- Work breakdown structures for multi-step tasks.



- Task sequencing and dependency awareness.

- Impact-effort analysis for prioritisation.

- Daily and weekly planning routines.

- Time-blocking and calendar defence.

- Buffer planning and three-point estimation (optimistic, likely, pessimistic).

- Workshop: planning a realistic week from a task backlog.

Day 3: Focus, Interruptions, and Meetings
- Deep work and the cost of context switching.

- The Pomodoro Technique and focus blocks.

- Managing notifications, messages, and open-door interruptions.

- Running and attending shorter, better meetings.

- Saying no constructively and renegotiating commitments.

- Managing upwards when priorities conflict.

- Exercise: designing a personal focus protocol.

Day 4: Task Systems, Delegation, and Collaboration
- GTD (Getting Things Done): capture, clarify, organise, reflect, engage.

- Task boards, checklists, and personal kanban.

- Delegation with clear outcomes, authority, and deadlines.

- Tracking delegated work without micromanaging.

- Collaboration tools and shared task visibility.

- Managing handoffs and dependencies with colleagues.

- Simulation: delivering a compressed deadline with a small team.



Day 5: Deadlines, Review, and Sustainable Productivity
- Realistic deadline setting and expectation management.

- Handling slippage, escalation, and honest reporting.

- Review routines: daily shutdown, weekly review.

- Personal metrics: completion rate, on-time rate, and rework.

- Avoiding burnout while sustaining output.

- Building habits that survive busy periods.

- Capstone: presenting a personal tasks-on-time system.

Conclusion
By successfully completing Tasks on Time, participants will gain a practical system for
planning, prioritising, and finishing work when it is due. They will acquire skills in time-
blocking, task estimation, interruption management, and delegation that reduce deadline
pressure. Gentex Training Center designs the program to help professionals deliver reliably
and sustain that reliability over time.

FAQs

Q1  What is the "Tasks on Time" course about?
It teaches a practical system for planning, prioritising, and completing work by its deadline.
The course covers time auditing, the Eisenhower matrix, work breakdown structures, time-
blocking, focus practice, delegation, and realistic estimation that reduce last-minute
pressure.



Q2  What are the key benefits of the "Tasks on Time"
course?
You gain a working system rather than a temporary burst of effort. The course improves
how you estimate and plan, reduces missed deadlines and rework, protects your focus from
interruptions, and helps you negotiate workload honestly instead of quietly overcommitting.

Q3  What skills will I gain from the "Tasks on Time"
course?
You will develop four core skills: time auditing and workload analysis, prioritisation and
realistic task planning, focus management and interruption control, and delegation with
deadline negotiation and progress tracking.

Q4  What tools, methods, or standards are covered in
the "Tasks on Time" course?
The course covers time logs and workload audits, the SMART criteria, definitions of done,
the Eisenhower matrix, impact-effort analysis, work breakdown structures, task sequencing,
time-blocking, the Pomodoro Technique, three-point estimation, the GTD (Getting Things
Done) method, personal kanban and task boards, daily and weekly review routines, and
personal productivity metrics such as on-time rate.



Q5  How is the "Tasks on Time" course applied in real-
world practice?
Participants apply it to real work such as planning a realistic week from a backlog,
defending focus time in the calendar, delegating a recurring task with a clear deadline, and
running a weekly review that catches slippage early. The same methods support deadline
negotiation with managers and stakeholders.


