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Managing Time
Objectives
· To understand time as a finite resource
· To schedule your time to accomplish the most important tasks
· To understand the process of delegating tasks
Materials

· Copies of the handouts

· Flipchart paper
· Markers

· Tape 
Overview (1.75 hours)
Introduction/Ground Rules/Icebreaker (20 minutes)

Objectives and topics (5 minutes)

Time management (2 minutes)
Obstacles (5 minutes)

Energy cycles and sources (10 minutes)

Where does our time go? (10 minutes)

3 steps to managing time (10 minutes)

Sample time map (10 minutes)

Prioritizing tasks (5 minutes)

The art of delegating, slides 12-13 (10 minutes)

Conclusion/Questions/Evaluation (15 minutes)
Trainer’s Note:
When introducing this module, keep in mind the following: 

· Encourage participants to be active.

· The course is designed to increase and enhance the leadership skills of each participant.

· Keep realistic expectations. This session is an overview of effective time management, all of which cannot be learned in a single day. However, participants will learn what they need to know and do to develop the skills to improve their communities and their lives.

· The Leadership 201 Personal Leadership also covers time management, with a greater focus on personal time.
· Material for this presentation has been adapted from Julie Morgenstern’s Time Management from the Inside Out.
Please adapt the PowerPoint presentation, exercises, examples and handouts in advance of your workshop. They have been created for a global audience and need to be adapted to better suit the local context, the background of your participants and their level of experience. Terms, images and examples from the participants’ country or region should be used as much as possible so that they are relevant and contextually appropriate. 

This Trainer's Guide is meant to serve as a companion resource to the associated PowerPoint presentation. The vast majority of the information you will need is included in the notes section of each presentation. Additional instruction on how to facilitate some of the exercises and information that would not fit in the slide notes has been included here. As such, this Guide is not meant to be a stand-alone resource but rather a complement to the presentation.

If this is the first presentation in your workshop, start with participant introductions and ground rules prior to launching into the content of the session. You may also want to start with an icebreaker activity to get participants more acquainted and comfortable with you and each other. You may wish to ask participants to share their expectations for what they will get out of the training workshop. Understanding their expectations will allow you to further tailor your presentations, as possible, and to help relate the objectives of the sessions to the interests of the participants.

Objectives, Topics, Key Terms

Spend some time giving participants a sense of where you will be heading during the session by explaining the objectives and topics to be discussed. Define key terms together—this will also give you a sense of what the participants already know about the topic. 
Additional Resources
· Confidence, Capacity, Connections
This NDI published guidebook aspires to demystify politics and equip the next generation of young women leaders with the knowledge and tools to create change. It aims to help young women with all aspects of leadership — from balancing personal and professional responsibilities to planning and carrying out advocacy projects. The book combines ideas and strategies from the Institute's YOTLOT program with best practices and recommendations from NDI's quarter century of working with women leaders around the world.
· Time Management from the Inside Out, Julie Morgenstern
By applying Julie Morgenstern’s proven three-step program-Analyze, Strategize, Attack-and following her effective guidelines, readers will find more time for work, family, self-improvement, or whatever is most important to them. Time management is a learnable skill, and in this completely revised edition, Morgenstern provides the ultimate tools to combine, delegate, and eliminate unnecessary tasks; put technology to work; and stop procrastinating once and for all.
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This presentation and guide were developed by Crystal Rosario. NDI would also like to acknowledge those who contributed including Amy Hamelin, Caroline Hubbard, Susan Kemp, Susan Markham, Allison Muehlenbeck and Rebecca Turkington.
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