
Managing your Time 

Time is a valuable but limited resource. By effectively and efficiently managing time, it is possi-
ble to accomplish productive tasks, meet set objectives and achieve substantial financial sav-
ings. 

Program Objectives 
 

This training program will help to develop the 
required competences for improved                  
performance.    

  
At the end of the course, participants will be 
able to: 

 Prioritise their tasks, set targets and work to     
meet deadline; 

 Develop time management skills and adopt 
appropriate methods for cost savings; and 

 Provide outstanding work; 

Benefits to your company 
 

Your company will benefit in terms of: 
 Better productivity & output;  
 Improved organisational capacities of 

the staff 

   Content: 
 

 Planning & Prioritising Tasks  

 Time Management Quadrants  

 Strategies to handle time wasters and 
improve efficiency at work 

 Organising for effective use of time  

 Time Management Tools    Program Fees   

 Rs.3,500/- per participant 
(Fees are Inclusive of training pack, course materials, tea breaks and oth-

ers) 

Who should attend? 
Supervisors, team leader, coordinators, front 
line staff, assistants, etc. 

Duration  
 4 Hours Session 
 
 

Start date 
 Thursday, 07 Aug 2019, 09:00 - 14:30 

2nd Floor, Devi House, Dr A. Perdreau Street Port Louis 
Tel: 210-8400   Fax: 210-8401  Email: training@ems.mu  Web: www.ems.mu 



Rev Date: Jul 2019 

REGISTRATION FORM 
Yes! I / We want to attend this program 
 

COMPANY DETAILS 

Company   Tel  

Address  Fax 

Name (s) of participant (s)  1. Position: Email 

2. Position: Email 

3. Position: Email 

PROGRAMS YOU WISH TO ENROLL 

(1)  Managing your Time                                   

PAYMENT TERMS 

           Self               Sponsored by Company                Both Self & Company  

PAYMENT METHODS  

 Cash                               Cheque (by Post)                      Cheque (hand delivered) 
Kindly note that payment should be made before start of program and seat confirmation is subject to fees received. A 25 % fee will be claimed if cancellation is 
made within five (5) days prior to start date or after start of program” 

CONTACT PERSON DETAILS  

Name/Position  
 
 

Email  Signature  


