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Introduction

In today’'s fast-paced world, leaders face a constant barrage of demands. Gentex Training
Center's Time & Priority Management for Leaders course empowers you to take control of
your time, prioritize effectively, and achieve outstanding results. This comprehensive
program equips you with practical tools and strategies to streamline your workday,
delegate tasks strategically, and lead your team towards success.

Time and Priority Management for Leaders Course
Objectives:

- Master the core principles of effective time management and prioritize tasks strategically.
- Identify time-wasters and implement strategies to boost your productivity.
- Develop a system for organizing tasks, deadlines, and commitments.

- Delegate effectively to empower your team and free up your time for high-impact
activities.

- Learn to say "no" gracefully and manage expectations effectively.

- Develop strong communication skills to ensure clear delegation and accountability.
- Manage interruptions and distractions to maintain focus and achieve goals.

- Leverage technology tools to enhance organization and collaboration.

- Foster a culture of accountability within your team for optimal performance.

Course Methodology

- Engaging Lectures:Gain foundational knowledge through expert-led lectures on time
management strategies and leadership best practices.

- Interactive Workshops:Apply your learnings through dynamic workshops that encourage
group discussions, role-playing simulations, and real-world case studies.
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- Self-Assessment Tools:Identify your time management strengths and weaknesses through
personalized assessments.

- Skill-Building Activities:Hone your time management and delegation skills through
practical exercises and personalized feedback.

- Action Planning:Develop a personalized action plan to implement your learnings and
achieve a more balanced and productive work life.

Who Should Take This Course

- Managers and supervisors seeking to improve their time management skills and delegate
tasks effectively.

- Busy executives who want to free up their time for strategic leadership activities.
- Team leaders looking to boost their team’s productivity and accountability.

- Anyone who wants to gain control of their schedule, reduce stress, and achieve more in
less time.

Time and Priority Management for Leaders Course
Outline:

Day 1: Foundations of Effective Time Management

- Understanding the core principles of time management and its impact on leadership
effectiveness.

- Identifying your current fime management habits and pinpointing your time-wasters.

- Setting SMART goals and prioritizing tasks based on importance and urgency.

Day 2: Mastering Your To-Do List & Organization
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- Developing a system for organizing tasks, deadlines, and commitments using effective
tools and techniques.

- Creating a realistic and achievable daily schedule to manage your time effectively.

- Utilizing productivity techniques like timeboxing and the Eisenhower Matrix.

Day 3: The Art of Delegation & Empowerment

- Understanding the benefits of effective delegation and overcoming common delegation
challenges.

- Selecting the right tasks to delegate and choosing the right team members for the job.
- Mastering the art of clear communication for successful delegation.

- Empowering your team members and fostering a culture of ownership.

Day 4: Managing Interruptions & Maintaining Focus

- Identifying and mitigating sources of distraction to improve your focus and concentration.
- Managing emails, meetings, and phone calls effectively to avoid overwhelm.
- Setting boundaries and learning to say "no"” gracefully to manage expectations.

- Leveraging technology tools to streamline workflows and enhance collaboration.

Day 5: Building a Culture of Accountability &
Continuous Improvement

- Developing strategies to hold yourself and your tfeam accountable for achieving goals.
- Implementing performance tracking systems and providing constructive feedback.

- Fostering a culture of continuous improvement and optimizing your fime management
strategies.

- Creating a work-life balance that promotes well-being and leadership excellence.
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Conclusion

By successfully completing Gentex Training Center's Time & Priority Management for
Leaders course, you'll graduate with the tools, strategies, and confidence to become a more
effective and empowered leader. You'll learn to manage your time strategically, delegate
tasks confidently, and drive your team towards achieving remarkable results.

FAQs

Q1 What is the "Time and Priority Management for
Leaders"” course about?

The Time and Priority Management for Leaders Course focuses on helping leaders manage

their time effectively, prioritize tasks strategically, and improve productivity. It covers time
management principles, delegation techniques, organization methods, focus strategies, and
approaches to building accountability within teams.

Q2 What are the key benefits of the "Time and Priority
Management for Leaders"” course?

This course helps leaders improve productivity, organize responsibilities, manage deadlines,
and focus on high-impact activities. It develops the ability to delegate effectively, reduce
distractions, enhance team accountability, and create balanced work practices that support
leadership effectiveness and continuous improvement.
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Q3 What skills will I gain from the "Time and Priority
Management for Leaders” course?

Participants gain skills in Strategic Time Management, Task Prioritization Techniques,
Effective Delegation Skills, and Leadership Productivity Enhancement. These skills enable
leaders to organize commitments, prioritize important tasks, empower teams through
delegation, and improve overall performance through effective time management
practices.

Q4 What tools, methods, or standards are covered in
the "Time and Priority Management for Leaders”
course?

The course covers SMART goals, the Eisenhower Matrix, timeboxing techniques, task
organization systems, productivity tools, performance tracking systems, self-assessment
tools, scheduling methods, and technology tools that support workflow management,
collaboration, and improved leadership productivity.

Q5 How is the "Time and Priority Management for
Leaders"” course applied in real-world practice?

The course applies time and priority management concepts through workshops, role-playing
simulations, case studies, self-assessments, and practical exercises. Participants practice
organizing tasks, delegating responsibilities, managing interruptions, setting boundaries,
tracking performance, and creating action plans for improved leadership effectiveness.
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