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Course Overview:

Effective project and time management are critical for business success. "Mastering Project & Time
Management Training Course: Strategies for Productivity & Success" is a hands-on corporate training
program designed to equip professionals with practical skills in project management, time
management, and productivity strategies. This course covers essential methodologies such as Agile
Project Management, Critical Path Method CPM, and Kanban & Scrum to optimize workflow
efficiency.

Participants will explore task prioritization techniques, goal setting strategies, and resource
allocation best practices to enhance project execution. The training incorporates time blocking
strategies, effective meeting management, and workflow automation to streamline operations and
reduce inefficiencies.

By the end of this training, professionals will have a structured approach to managing deadlines,
optimizing project timelines, and balancing workloads efficiently. Whether managing multiple
projects or seeking to improve personal productivity, this course delivers actionable insights through
case studies, interactive exercises, and real-world applications.

Target Audience:

Project Managers & Team Leaders
Business Executives & Decision-Makers
Agile Coaches & Scrum Masters

IT & Engineering Professionals
Operations & HR Managers
Entrepreneurs & Startups

Targeted Organizational Departments:

Project Management Office PMO
Operations & Strategy

Human Resources & Training

IT & Software Development
Marketing & Sales Teams
Customer Support & Service Teams

Targeted Industries:
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Technology & Software Development
Healthcare & Pharmaceuticals
Finance & Banking

Manufacturing & Supply Chain

Retail & E-Commerce

Construction & Real Estate

Course Offerings:
By the end of this course, participants will be able to:

Develop structured project planning techniques to enhance efficiency
Utilize Gantt charts and time tracking tools for project execution
Implement task prioritization techniques and workflow automation
Master Kanban & Scrum methodologies for agile project management
Apply risk management strategies to mitigate project delays

Develop SMART goals to improve time management skills

Optimize work-life balance strategies for sustainable productivity

Training Methodology:

This program incorporates an engaging mix of interactive lectures, case studies, group discussions,
and real-world problem-solving activities. Participants will engage in:

e Hands-on project simulations using digital project management tools
Time management exercises focused on practical application
Scenario-based learning to solve common productivity challenges
Agile frameworks including Scrum and Kanban case studies
Individual and team-based strategic planning workshops

Course Toolbox:
Participants will gain insights into using various tools, including:

e Gantt charts & project scheduling software
Agile & Scrum boards

Time tracking applications

Task prioritization frameworks

Work efficiency checklists & templates
Resource allocation and budgeting tools

Course Agenda:

Day 1: Fundamentals of Project & Time Management
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Topic 1: Introduction to Project and Time Management
Topic 2: Understanding Productivity and Efficiency

Topic 3: Goal Setting and Prioritization Techniques

Topic 4: Key Project Planning Strategies

Topic 5: Task Management and Delegation Best Practices
Topic 6: Overview of Agile Project Management
Reflection & Review: Key takeaways and discussion

Day 2: Advanced Planning & Scheduling Techniques

Topic 1: Project Scheduling Best Practices

Topic 2: Critical Path Method CPM and Gantt Charts
Topic 3: Time Tracking for Project Efficiency

Topic 4: Managing Multiple Projects Effectively

Topic 5: Workload Optimization and Resource Allocation
Topic 6: Strategic Time Management for Professionals
Reflection & Review: Recap of key concepts

Day 3: Agile & Productivity Strategies

Topic 1: Implementing Kanban & Scrum for Time Management
Topic 2: Digital Project Management Tools and Software

Topic 3: Effective Meeting Management and Communication
Topic 4: Risk Management Strategies in Projects

Topic 5: Workflow Automation and Process Optimization

Topic 6: Remote Work Productivity and Hybrid Workflows
Reflection & Review: Lessons learned and practical applications

Day 4: Leadership and Performance Optimization

Topic 1: Leadership in Project & Time Management

Topic 2: Best Time Management Techniques for High Performers
Topic 3: Task Prioritization Techniques for Efficiency

Topic 4: Continuous Improvement in Project Execution

Topic 5: Overcoming Common Productivity Challenges

Topic 6: SMART Goals and Performance Metrics

Reflection & Review: Group discussion and feedback

Day 5: Final Strategies & Work-Life Balance

e Topic 1: Work Efficiency Strategies and Productivity Hacks
e Topic 2: Finalizing Project Timelines and Deliverables

e Topic 3: Managing Stress and Avoiding Burnout

e Topic 4: Work-Life Balance Strategies for Professionals
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e Topic 5: Key Takeaways and Implementation Plans
e Topic 6: Course Summary and Certification Process
* Reflection & Review: Open Q&A and final discussions

FAQ:

What specific qualifications or prerequisites are needed for participants
before enrolling in the course?

This course is designed for professionals at all levels. No prior certification is required, but basic
project management knowledge is beneficial.

How long is each day's session, and is there a total number of hours
required for the entire course?

Each session lasts 4-5 hours, including interactive activities. The total course duration is 20-25 hours
spread over five days.

How can | effectively manage multiple projects simultaneously without
feeling overwhelmed?

We cover task prioritization techniques, time blocking strategies, and workflow automation to help
manage multiple projects efficiently while maintaining productivity.

How This Course is Different from Other Project & Time
Management Courses:

Unlike traditional training programs, this course combines Agile methodologies, real-world project
case studies, and hands-on time management exercises to create an engaging learning experience.
Participants will walk away with a clear strategic roadmap, ready-to-use checklists, and insight into
top project management tools. This training is designed for immediate application, ensuring
professionals can implement learned strategies on day one after completion.




Agile Leaders is a renowned training center with a team of experienced experts in
vocational training and development. With 20 years of industry experience, we are
committed to helping executives and managers replace traditional practices with more

effective and agile approaches.

OUR VISION

We aspire to be the top choice training
provider for organizations seeking to
embrace agile business practices. As we
progress towards our vision, our focus
becomes increasingly customer-centric and
agile.

OUR MISSION

We are dedicated to developing value-
adding, customer-centric agile training
courses that deliver a clear return on
investment. Guided by our core agile
values, we ensure our training is actionable
and impactful.

WHAT DO WE OFFER

At Agile Leaders, we offer agile, bite-sized training courses that provide a real-life return on
investment. Our courses focus on enhancing knowledge, improving skills, and changing
attitudes. We achieve this through engaging and interactive training techniques, including
Q&As, live discussions, games, and puzzles.

AGILE LEADERS

Training Center

CONTACT US

Q UAE, Dubai Investment
Park First

+971585964727
@ +447700176600

8 sales@agiledtraining.com




Gamified and
Interactive Training

We understand that training delivery can be challenging, both online and
offline. To ensure engagement and achieve learning objectives, we have
developed our own activities and collaborated with industry-leading

solutions to gamify our training sessions. This approach increases
interaction levels and guarantees effective learning outcomes.

Our Training
Cate gories

We cover a wide range of training categories to cater to different needs and interests

Branding, Marketing, Customer Relations, & Sales Political & Public Relations Programs

Programs Project Management Programs
Finance and Accounting Programs Quality & Process Management
Human Resources Management Programs Self-Development Programs

Management & Leadership Programs

Join Agile Leaders today and embark on a transformative journey towards becoming a more agile and
effective leader. Experience our customer-centric approach, actionable training, and guaranteed return on
investment. Let us help you unleash your full potential in the dynamic business landscape.

Where to
Find Us

You can join our training programs at
our centers located in X

<0

We also offer online training sessions
through the Zoom platform.

Malaysia Morocco Spain France Italy Egypt Turkey Georgia Azerbaijan UAE

Kuala Lumpur Casablanca Barcelona Paris London Rome Cairo Istanbul Tbilisi Baku Duba
Sharm El-Sheikh

UAE, Dubai Investment @ +971585964727 g sales@agile4training.com
Park First +447700176600 9 9
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