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Time Management 

Ever since humanity realized the existence of time, it has been bound by 

constraints first related to time and later related to achievements within a 

timeframe. 

Today, including the speed of life, the sequence in which we perform tasks 

on a daily basis has a serious and deep effect on how much we get out of 

life. Depending of some variables, people are more or less capable of 

managing their time. The better makes the working day more productive, 

the goals more achievable and leisure time more fulfilling. 

Course Date Course Duration Course Location Course Fee 

From 21 Jul. 2011 

To 22 Jul. 2011 
2 days 

Beirut 

Lebanon 

AED 5,140.00 

USD 1,400.00 

Time Management 
Many persons spend their days in time consuming and very active tasks, but achieve very little. 

Indeed, one cannot say these persons are not involved in their daily activities, but obviously they 

lack time management skills that would transform their efforts into greater efficiency. 

Why Time Management 
Time is one of the most valuable intangible resources. By analyzing it and its usage, it becomes 

possible to understand how to use it. Therefore, it becomes possible to plan efficiently for success 

both in a working environment and on a personal basis. Differently worded, it then becomes 

possible to understand one’s existing mode of life and bring appropriate changes instantly to 

achieve one’s goals. 

Course Description 
The course would assist you in realizing how you are currently managing your time, in pointing on 

areas that you could improve and would present to you ways to make changes rapidly in order to 

make every day of your life an efficient and result oriented day. 
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Course Objectives 
By the end of the course you should be able to: 

 Understand and realize the way you use time. 

 Bring efficient and rapid changes in the way you manage your time. 

 Realize priorities and plan for success. 

 Manage and positively influence the time management of others. 

How you will benefit 
By applying the techniques presented by the course, you should be able to manage your time and 

that of your colleagues, subordinates and managers; hence increasing your efficiency and 

influencing that of your company. 

What will be covered 
The course will present the following areas: 

 Understand time. 

 Plan for success. 

 Make rapid and efficient changes in your daily schedule. 

 Plan taking into account short, medium and long term goals. 

 Manage your work mates’ time. 

Who should attend 
Time affects every person; therefore it is an intrinsic value to all levels of organizations. As a 

consequence, Owners, Directors, Managers, HR managers and staff, Administrative managers and 

staff, Business Analysts, Business Information Analysts, Business Performance Staff, Strategic 

Planning Staff, Business Project Staff, Process and Procedures Analysts, Business Process 

Engineers, Systems Development Staff, Business Systems Staff Analysts/ Planners, Information 

System Staff, Information Architecture Staff, Application Staff, Application Development Staff, IT 

Staff/ Analysts/ Programmers, MIS Analysts, Quality Staff/ Supervisors/ Coordinators/ Officers 

should find great interest in the information delivered by the course. 
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Course Content 

Introduction 

Understand Time 

 Analyze Time 

 Analyze the use of time 

 Assess your present abilities 

Plan for Success 

 Analyze your goals 

 Work out priorities 

 Assess work patterns 

 Use planners 

 Think positively 

Make Rapid Change 

 Manage your office and desk 

 Work with your colleagues 

 Manage telephone calls 

 Manage meetings 

Manage Work Mates’ Time 

 Communicate efficiently 

 Delegate 

 Manage your colleagues 

 Manage your manager 

Time Management Workshop 

Course Evaluation 
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Course Leader 

Jad Bassous 

Management Consultant and IT Engineer 

Trainer in Management and Organization 

 

Jad Bassous has over 10 extensive years in Managing and Consulting where he advised companies 

and intervened in their reorganization, business process reengineering as well as conception and 

integration of customized ERP systems. 

He started his career as an engineer, developed his IT related skills through an international 

experience of over 6 years, and shifted into managerial positions after having completed his MBA. 

He moved to the UAE in the year 2004 as a Management Consultant for a 5000-employee 

construction company and resumed his career as a General Manager for a telecommunication 

oriented company and finally for a training centre. His attachment to knowledge and 

communication of knowledge has pushed Jad to keep on presenting training course. 

 

Jad Bassous holds an engineering degree in IT, an advanced engineering degree in 

Telecommunication and an MBA where he completed four majors – Marketing, Finance, 

International Business and Management. 


