TRAINING ON 4

WORK EFFICIENCY TIMIZATION THROUGH

TIME MANAGEMENT

» 1B

DATE:12 DECEMBER 2025 (FRI)  FEE:INR 9,000 PER PERSON BATCH SIZE: MODE OF TRAINING: LANGUAGE:
09:30 ~13:00 (IST) (EXCLUDING TAXES) 8-12 PEOPLE ONLINE @MS TEAMS ENGLISH

TRAINING PROGRAM

TRAINING OBJECTIVE

Introduction & Ice-breaking

- Understand the concept and framework of time - Program explanation & expectation setting

management

- Assess own level of time management through
survey to improve self

- Learn the key difference between URGENT and
IMPORTANT tasks

- Acquire skills for effective time management

Time Management

What is time management?

* Self-evaluation questionnaire

* Eisenhower Time Management matrix

* Understanding the Urgent Vs Important tasks
* Japanese perspective on time

* Case Study/Activity

MUST ATTEND FOR

Time Management Techniques
* Those who find it difficult to manage their time ! *  Prioritization, Delegation
* Scheduling & Visualization

* Those whose activities get delayed mostly ! ) )
* Managing Interruptions

* Those who do not know how to prioritize tasks !

* Anyone who wishes to improve their time Importance of Time Management
management skills ! *  Productivity enhancement
* Better control of Activities

KEY SKILLS TO LOOK OUT FOR ! * Brand and trust building
Q&A and Wrap-Up

* Understanding the famous TIME Management

Matrix — Urgent VS important
. DISCOUNT OFFER'!
* Importance of planning
e Work Prioritization Skill Multiple Nomination Discount
For 2 or more nominations for the same seminar on the same day,
* 2nd participant will get 5% off
* Managing Interruptions * 3rd and later participants will get 10% off
Early Bird Discount

For application done 2 weeks prior to a training date and earlier, 10%
FACILITATOR discount will be applied.

* Delegation skill

PRAGATI OBEROI *These discounts cannot be combined.
PASONA- Corporate Advisor

31+ years of experience in the field of
training & development in Japanese
service & manufacturing companies.
Have been engaged in designing &
delivery of training programs like
communication, team building, management & leadership,
time management, organization values, Japanese language &
culture, Japanese work process & tools, Customer
orientation, train the trainer, mental wellness and other
topics.

APPLY NOW!

Scan the QR Code or access the
through the link below:

https://forms.gle/RLWt8fEy8Ni5exB77

*|f you are not able to access
Google Form, please email us.

Application and Inquiry
Pasona India Global Training Div. Rohit Tripathi © +91 9319623158 [ rohit.tripathi@pasona.in

Pasona India Global Training Div. Priya Sudan © +91 9810675722 = priya.sudan@pasona.in

Pasona India Pvt. Ltd. Address: F127-128, Rectangle-1, D-4, Saket, New Delhi - 110017 Web: http://www.pasona.in
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