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Introduction

Managers face a double pressure. They manage their own workload while carrying
responsibility for their team's results and wellbeing. This Time & Stress Management for
Managers Training Course addresses both sides of that challenge with practical, proven
methods. Furthermore, it covers executive time planning, priority discipline, delegation, and
meeting control, alongside stress measurement and resilience techniques for leading under
pressure. Participants also learn to protect their own focus, set boundaries, and build a team
culture that reduces overload. As a result, they leave able to lead calmly, decide clearly, and
sustain performance over the long term.

Time & Stress Management for Managers Course
Objectives

- Analyze managerial time use with time-log tracking and workload audits.

- Prioritize strategic and operational work using the Eisenhower Matrix.

- Plan with time blocking, quarterly goals, and weekly review rhythms.

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

- Delegate effectively using the delegation ladder and clear briefs.

- Run shorter, more decisive meetings with agendas and action notes.

- Explain the stress response and its effect on judgment and leadership.

- Measure personal and team stress with the Perceived Stress Scale.

- Apply controlled breathing, relaxation, and cognitive reframing techniques.

- Build resilience and set boundaries for sustainable leadership.

Course Methodology

- Interactive workshops built around real managerial schedules.
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- Time-log and workload analysis using live participant data.

- Role-play for delegation, boundaries, and difficult conversations.

- Case studies of leadership under sustained pressure.

- Self-assessment of time habits, stress indicators, and control preferences.

- Action planning that links each tool to the participant’'s own team and role.

Who Should Take This Course

- New and experienced managers leading teams of any size.

- Department heads balancing strategy and daily operations.

- Team leaders and supervisors responsible for team wellbeing.
- Project and program managers handling multiple priorities.

- Senior specialists moving intfo people-management roles.

- Executives seeking better control of fime and pressure.

Time & Stress Management for Managers Course
Outlines

Day 1: The Manager’'s Time Reality

- Auditing how managerial time is actually spent.

- Identifying time drains: interruptions, meetings, and reactive work.
- Separating strategic priorities from operational noise.

- Exploring personal energy patterns and decision peaks.

- Reviewing the real cost of multitasking and overcommitment.

- Setting leadership productivity goals.

- Completing a personal time and workload baseline.
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Day 2: Strategic Prioritization and Planning

- Applying the Eisenhower Matrix to managerial tasks.

- Using the Pareto principle to focus on high-impact work.
- Setting quarterly and monthly goals with SMART criteria.
- Planning weekly and daily work with time blocking.

- Building review rhythms for plans and commitments.

- Managing competing requests across stakeholders.

- Creating realistic buffers for urgent demands.

Day 3: Delegation, Meetings, and Focus Control

- Deciding what to delegate using the delegation ladder.

- Writing clear delegation briefs with outcomes and deadlines.

- Protecting focus with deep-work blocks and Pomodoro cycles.

- Reducing meeting load with agendas and time limits.

- Managing digital interruptions and communication expectations.
- Saying no professionally to low-value requests.

- Coaching team members through delegated work.

Day 4: Stress, Judgment, and Leadership Pressure

- Defining the stress response and its effect on decision-making.
- Recognizing how pressure narrows attention and perspective.
- Measuring stress with the Perceived Stress Scale.

- Identifying early burnout signs in yourself and your team.

- Managing emotionally charged situations calmly.
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- Handling setbacks and criticism with perspective.

- Mapping personal and team stress triggers.

Day 5: Resilience, Boundaries, and Team Wellbeing

- Practicing diaphragmatic breathing and grounding techniques.
- Using cognitive reframing to challenge unhelpful thinking.

- Setting boundaries around availability and escalation.

- Designing recovery routines for demanding periods.

- Building team practices that reduce overload.

- Leading short wellbeing check-ins with your team.

- Preparing a 90-day leadership time and stress action plan.

Conclusion

By successfully completing Time & Stress Management for Managers, participants will gain
the knowledge to plan their time around real priorities, delegate with confidence, and lead
calmly under sustained pressure. They will acquire skills in strategic prioritization, focus
control, stress measurement, and resilience building that apply to both their own work and
their team's. Gentex Training Center builds this course around real managerial schedules, so
learners return ready to lead with clearer decisions and steadier energy.

FAQs
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Q1 What is the "Time & Stress Management for
Managers" course about?

It addresses the dual pressure managers carry: their own workload and their tfeam's
performance. The course covers managerial fime auditing, strategic prioritization, planning
rhythms, delegation, meeting control, stress measurement, resilience techniques,
boundaries, and team wellbeing practices.

Q2 What are the key benefits of the "Time & Stress
Management for Managers” course?

Participants reclaim hours for strategic work, make clearer decisions under pressure, and
delegate more confidently. They also reduce their own burnout risk, cut meeting overload,
and build a team culture that manages pressure better. These gains improve both
leadership quality and team retention.

Q3 What skills will I gain from the "Time & Stress
Management for Managers” course?

You will gain managerial time analysis and strategic prioritization, planning and delegation
control, stress assessment and leadership composure, and resilience building and boundary
setting. These four skills work together to sustain both your performance and your team'’s.
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Q4 What tools, methods, or standards are covered in
the "Time & Stress Management for Managers” course?

The course covers time logs, the Eisenhower Matrix, the Pareto principle, SMART goal-
setting, tfime blocking, the delegation ladder, deep-work blocks and the Pomodoro
technique, the Perceived Stress Scale, diaphragmatic breathing, grounding techniques, and
cognitive reframing.

Q5 How is the "Time & Stress Management for
Managers” course applied in real-world practice?

Participants audit their own week, rebuild their schedule around strategic priorities, and
practice delegation and boundary conversations through role-play. They also run stress-
reduction and wellbeing practices with their teams and review progress through a personal
leadership action plan.
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