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People Management Resources
Follow-up session 
TIME MANAGEMENT

	Objectives 
· Identify strategies to move tasks from the urgent/important to the non-urgent/important corner 
· Share good practices in organizing your work and managing your time 




Duration : 90 minutes
[bookmark: _GoBack]SESSION PLAN
	10’
	If first/only session
Take a moment for:
- ice-breaking
- propose/co-design working agreement (no judgement, participation, confidentiality…)


	
	If other sessions before
Take a moment to
- welcome participants
- come back to last session (what they remember, what they applied…) 

	5’
	Introduction:
Ask: Who feel like they don’t have enough time to complete all their tasks?
Then: Let’s imagine I have a magic wand. If you could choose between:
- having more time in a day
- having more staff to do the work
- having less work to do
What would you chose? 
Well, I don’t have a magic wand, however we can find out together new ways to better manage the time that we have! 

Objectives
·  Identify strategies to move tasks from the urgent/important to the non-urgent/important quadrant
· Share good practices in organizing your work and managing your time 

Outline:
· We will share strategies to move tasks from the urgent/important to the non-urgent/important corner 
· We will share our good practices in terms of time management and organization. 


	30’
	Activity 1
· Remind/briefly explain the Eisenhower model, and explain that the objective is to shift tasks from the urgent/important quadrant to the non-urgent/important quadrant
· Ask participants to take 5 min for themselves to list current tasks that are in both quadrant
· In sub-groups/break-out rooms, participants will share what are in the two quadrants and how they could move items from one quadrant to the others, supporting each other to find solutions and strategies (15 minutes)
·  In plenary, ask if a group came up with good ideas.  

	5’
	BREAK/ENERGIZER

	30’
	Activity 2
· Explain that we will now explore three questions in sub-groups:
· Do I know at what moment in the day I am the most efficient? If yes, do I have the possibility to schedule some activities accordingly? 
· Do I block moments to concentrate on some tasks? If not, would that be possible? 
· What are the tools that I use to plan and follow up my tasks? 
· Send participants to sub-groups/break-out rooms for 20 minutes. Make sure they have access to the questions during this time
 

	10’
	Closing round 
Ask each participant to share in turn:
- one thing that they take from this session
OR
- one question that they still have
OR
- one thing that they will do differently now (even small)
OR
- how do they feel at the end of the session
OR…
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