
TIME MANAGEMENT AND
PRODUCTIVITY



Introduction
Productivity is not about working longer; it is about directing effort where it produces the
most value. Teams and individuals who manage attention well finish more, decide faster,
and carry less stress home. This Time Management and Productivity Training Course gives
participants a complete system for planning work, protecting focus, and measuring what
actually gets done. Furthermore, it covers goal setting, priority frameworks, deep-work
practice, energy management, and workflow design that hold up under real deadlines.
Participants also learn to control meetings, email, and interruptions. As a result, they leave
able to deliver consistently high output without exhausting themselves.

Time Management and Productivity Course Objectives
- Analyze personal productivity with time-log tracking and output audits.

- Set outcome-based goals using SMART criteria and OKR thinking.

- Prioritize work using the Eisenhower Matrix and the Pareto principle.

- Rank tasks daily with the ABCDE prioritization method.

- Plan work with time blocking and weekly review cycles.

- Protect focus with deep-work blocks and the Pomodoro technique.

- Manage energy through ultradian rhythm and recovery planning.

- Reduce meeting load with agendas, time limits, and action notes.

- Control email, messaging, and notification overload systematically.

- Measure productivity using cycle time, throughput, and completion rates.

Course Methodology
- Interactive workshops built around participants' real workloads.

- Time-log and output analysis exercises using live data.

- Guided practice of planning, focus, and workflow techniques.



- Case studies showing productivity gains and common traps.

- Self-assessment of habits, energy patterns, and distraction triggers.

- Action planning that links each tool to the participant's own week.

Who Should Take This Course
- Professionals managing heavy workloads and tight deadlines.

- Team leaders responsible for team output and efficiency.

- Remote and hybrid workers organizing their own schedules.

- Administrative and project support staff handling many tasks.

- Employees struggling with overload, delay, or scattered attention.

- Anyone wanting measurable improvement in daily productivity.

Time Management and Productivity Course Outlines

Day 1: Measuring Productivity and How You Work
- Tracking time use with detailed logs and output audits.

- Identifying low-value work and hidden time drains.

- Understanding the real cost of context switching.

- Mapping personal energy peaks and productive windows.

- Recognizing procrastination patterns and triggers.

- Setting productivity goals with measurable outcomes.

- Completing a personal productivity baseline.

Day 2: Goals, Priorities, and Planning
- Writing outcome-based goals with SMART criteria.



- Applying OKR thinking to align work with results.

- Prioritizing with the Eisenhower Matrix.

- Using the Pareto principle to find high-leverage work.

- Ranking daily tasks with the ABCDE method.

- Planning weeks with time blocking and buffers.

- Running weekly reviews to reset priorities.

Day 3: Focus and Distraction Control
- Designing deep-work blocks for demanding tasks.

- Applying the Pomodoro technique for short sprints.

- Managing notifications, email, and chat overload.

- Handling interruptions and drop-in requests politely.

- Creating a distraction-free working environment.

- Saying no professionally and renegotiating deadlines.

- Testing focus routines in real working conditions.

Day 4: Energy, Workflow, and Collaboration
- Working with ultradian rhythms and natural focus cycles.

- Scheduling demanding work at peak energy hours.

- Building recovery breaks into the working day.

- Mapping workflows to remove delay and duplication.

- Reducing meeting time with agendas and time limits.

- Delegating with clear briefs and follow-up points.

- Improving handoffs across teams and departments.



Day 5: Measurement, Habits, and Sustainability
- Tracking cycle time, throughput, and completion rates.

- Reviewing productivity data without over-measuring.

- Building habit loops that survive busy periods.

- Recovering quickly after disrupted schedules.

- Balancing high output with rest and recovery.

- Creating accountability for new routines.

- Preparing a 90-day productivity action plan.

Conclusion
By successfully completing Time Management and Productivity, participants will gain the
knowledge to plan around real priorities, protect their attention from constant interruption,
and measure the output their work produces. They will acquire skills in goal setting,
prioritization, focus management, and workflow improvement that deliver measurable gains
in everyday performance. Gentex Training Center builds this course around participants'
own workloads, so learners return ready to work with greater speed, control, and
consistency.

FAQs

Q1  What is the "Time Management and Productivity"
course about?



It teaches a complete system for directing effort where it produces results. The course
covers time tracking, goal setting, prioritization frameworks, planning cycles, deep-work
and focus techniques, energy management, workflow design, meeting and email control,
and productivity measurement.

Q2  What are the key benefits of the "Time
Management and Productivity" course?
Participants complete more high-value work in fewer hours, meet deadlines more reliably,
and reduce distraction and rework. They also cut unnecessary meetings, manage energy
better, and gain a measurable view of their own output. These gains improve performance
and reduce daily stress.

Q3  What skills will I gain from the "Time Management
and Productivity" course?
You will gain productivity analysis and time assessment, goal setting and prioritization,
focus management and distraction control, and workflow design and productivity
measurement. These four skills work together to raise output without raising working hours.

Q4  What tools, methods, or standards are covered in
the "Time Management and Productivity" course?
The course covers time logs, SMART goals, OKR thinking, the Eisenhower Matrix, the Pareto
principle, the ABCDE prioritization method, time blocking, weekly review cycles, deep-work
blocks, the Pomodoro technique, ultradian rhythm planning, workflow mapping, and
productivity metrics such as cycle time and throughput.



Q5  How is the "Time Management and Productivity"
course applied in real-world practice?
Participants audit their own week, rebuild their schedule around peak energy and priorities,
and test deep-work and focus routines on live tasks. They also redesign workflows, reduce
meeting loads, and track output metrics, then review results through a personal action plan.


