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Course Description

Introduction

In today’s fast-moving and highly demanding workplace environment, time has become one of the most

valuable organizational resources. Administrative professionals, executive assistants, office managers,

coordinators, and support staff are expected to manage multiple priorities, respond to competing demands,

support leadership teams, coordinate stakeholders, and ensure operational continuity—all while maintaining

high levels of productivity, accuracy, and professionalism.

As organizations pursue greater efficiency, agility, and performance excellence, the ability to effectively manage

time, prioritize tasks, and allocate resources strategically has become a critical professional competency. Poor

time management and ineffective prioritization can result in missed deadlines, reduced productivity,

communication breakdowns, increased stress, diminished service quality, and weakened organizational

performance. Conversely, professionals who master time and priority management contribute significantly to

leadership effectiveness, operational efficiency, stakeholder satisfaction, and organizational success.

The Time & Priority Management for Administrators program is designed to provide participants with practical

strategies, proven methodologies, and performance-enhancing techniques for managing workloads, setting

priorities, improving productivity, and supporting organizational objectives. The program focuses on developing

the mindset, habits, tools, and systems required to manage competing responsibilities effectively while

maintaining focus on high-value activities and strategic outcomes.

Participants will learn how to improve planning, manage interruptions, organize workflows, support executive

priorities, optimize resource utilization, and create sustainable productivity systems. Through practical

workshops, executive case studies, simulations, and workplace applications, participants will gain the skills

necessary to maximize personal effectiveness, enhance organizational contribution, and achieve measurable

performance improvements.

Course Overview and Strategic Impact

The Time & Priority Management for Administrators program is a comprehensive professional development

course designed to strengthen productivity, improve workplace effectiveness, and enhance organizational

info@skillslab-training.com | WhatsApp: +966 559 653 447

Skills Lab Training

Event Brochure



performance through effective time and priority management practices.

Modern organizations operate in increasingly complex environments characterized by growing workloads,

accelerated communication demands, digital distractions, competing priorities, and heightened performance

expectations. Administrative professionals often serve as central coordination points within organizations and

are responsible for managing schedules, communications, documentation, stakeholder interactions, and

operational activities. Without effective prioritization and time management systems, these responsibilities can

lead to inefficiencies, stress, reduced productivity, and diminished organizational effectiveness.

This program addresses these challenges by providing participants with practical frameworks for managing

time strategically, prioritizing tasks effectively, organizing workflows, and aligning daily activities with

organizational goals. Participants learn how to distinguish between urgent and important priorities, optimize

resource allocation, manage interruptions, improve focus, and increase productivity without compromising

quality or professionalism.

The strategic value of the program extends beyond individual performance improvement. Effective time and

priority management supports leadership effectiveness, enhances communication, improves decision-making

processes, strengthens stakeholder relationships, and contributes to organizational agility. Participants gain

skills that enable them to provide more effective support to executives, coordinate activities efficiently, and

contribute to the successful execution of organizational priorities.

The program also supports workforce capability development and transformation readiness by helping

participants adopt modern productivity practices, digital tools, and performance management techniques. By

improving efficiency and effectiveness, organizations benefit from enhanced service delivery, better resource

utilization, stronger accountability, and improved operational performance.

Course Objectives

By the end of this program, participants will be able to:

Understand the principles of effective time and priority management.

Identify productivity barriers and implement improvement strategies.

Align daily activities with organizational objectives and executive priorities.

Differentiate between urgent and important tasks effectively.

Improve planning, scheduling, and workload management practices.

Enhance personal productivity and workplace efficiency.

Manage competing priorities and multiple responsibilities successfully.

Reduce workplace stress through structured work management techniques.

Improve communication and coordination related to task execution.
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Apply prioritization frameworks to support organizational performance.

Optimize use of digital productivity tools and workplace technologies.

Improve decision-making related to time allocation and resource utilization.

Strengthen accountability and follow-through on commitments.

Support leadership teams through effective workload and schedule management.

Develop practical action plans for continuous productivity improvement.

Course Content (5-Day Training Outline)

Day 1: Foundations of Time and Priority Management

Key Topics

Understanding productivity and performance

Principles of time management

The value of strategic prioritization

Personal effectiveness in administrative roles

Subtopics

Time as a strategic organizational resource

Common productivity challenges

Work habits and performance behaviors

Managing workload complexity

Building a productivity mindset

Practical Applications

Personal productivity assessment

Time usage analysis

Work habit evaluation

Productivity improvement planning

Day 2: Planning, Organization, and Workload Management

Key Topics

Planning and scheduling systems

Work organization techniques

Managing competing responsibilities
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Administrative workflow optimization

Subtopics

Daily, weekly, and monthly planning

Task management systems

Calendar and schedule coordination

Workload balancing strategies

Managing deadlines and commitments

Practical Applications

Work planning workshops

Schedule optimization exercises

Task prioritization activities

Workflow improvement projects

Day 3: Prioritization, Decision-Making, and Focus Management

Key Topics

Priority management frameworks

Decision-making under pressure

Focus and concentration techniques

Managing interruptions and distractions

Subtopics

Priority assessment methodologies

Managing urgent versus important tasks

Attention management strategies

Decision-making in dynamic environments

Productivity and focus enhancement

Practical Applications

Prioritization simulations

Decision-making scenarios

Focus improvement exercises

Interruption management workshops
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Day 4: Communication, Delegation, and Stakeholder Coordination

Key Topics

Communication and productivity

Delegation and coordination

Stakeholder expectations management

Collaboration for efficiency

Subtopics

Managing requests and commitments

Communicating priorities effectively

Delegation principles and practices

Stakeholder communication strategies

Collaborative productivity techniques

Practical Applications

Communication planning exercises

Delegation simulations

Stakeholder management activities

Team coordination scenarios

Day 5: Strategic Productivity and Continuous Improvement

Key Topics

Productivity leadership

Performance improvement strategies

Technology-enabled productivity

Sustainable effectiveness practices

Subtopics

Productivity measurement and metrics

Digital productivity tools

Continuous improvement methodologies

Personal performance development

Building long-term effectiveness systems
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Practical Applications

Productivity dashboard development

Continuous improvement planning

Technology utilization workshops

Personal productivity action plan

Target Audience

This program is designed for:

Executive Assistants

Administrative Professionals

Office Managers

Executive Coordinators

Personal Assistants

Administrative Supervisors

Government Administrative Officers

Ministry Personnel

Public Sector Professionals

Corporate Support Staff

Operations Coordinators

Project Support Personnel

Customer Service Administrators

Team Coordinators

Professionals seeking to improve productivity and effectiveness

Course Requirements

Participants will benefit most from the program if they possess:

Basic workplace or administrative experience.

Responsibility for managing tasks, schedules, or workloads.

Experience supporting managers, teams, or organizational activities.

Interest in improving productivity and professional effectiveness.

Exposure to office systems, communication processes, and coordination activities.

No specialized technical knowledge is required.

Training Methodology
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The program utilizes a highly practical and interactive learning approach designed to maximize workplace

application and measurable performance improvement.

Training methodologies include:

Interactive workshops

Executive case studies

Group discussions

Simulations

Practical exercises

Scenario-based learning

Peer learning

Feedback sessions

Productivity assessments

Workload analysis activities

Time management simulations

Planning and prioritization workshops

Team collaboration exercises

Personal development projects

Participants engage in realistic workplace challenges and develop practical solutions that can be immediately

applied within their organizations.

Learning Outcomes

Upon successful completion of this program, participants will be able to:

Apply effective time management techniques in complex work environments.

Prioritize tasks strategically to support organizational objectives.

Improve productivity and workplace performance consistently.

Support leadership effectiveness through efficient administrative coordination.

Manage competing priorities and deadlines successfully.

Enhance communication and stakeholder coordination processes.

Improve decision-making related to resource and time allocation.

Reduce workplace stress and increase professional effectiveness.

Organize workflows for maximum efficiency and productivity.

Utilize productivity tools and technologies effectively.

Strengthen accountability and execution capabilities.

Improve collaboration and teamwork through better planning.
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Contribute to organizational performance and operational excellence.

Develop sustainable productivity systems for long-term success.

Create measurable improvements in workplace effectiveness and results.

Instructor Profile

This program is delivered by an internationally certified expert with extensive practical and consulting

experience in productivity improvement, organizational effectiveness, executive support, administrative

excellence, and performance management.

Executive Advisory Expertise

Advising executive leaders on productivity enhancement strategies.

Supporting leadership effectiveness through operational excellence.

Improving executive and administrative performance systems.

Strategic Consulting Experience

Organizational productivity improvement initiatives.

Workforce performance optimization programs.

Administrative transformation and efficiency projects.

Operational effectiveness consulting.

Government Transformation Experience

Public sector productivity enhancement programs.

Government workforce capability development initiatives.

Administrative modernization projects.

Institutional performance improvement programs.

Corporate Transformation Experience

Enterprise productivity improvement strategies.

Organizational efficiency and performance initiatives.

Workforce effectiveness development programs.

Business process optimization projects.

Practical Implementation Expertise

Time management systems implementation.

Productivity improvement methodologies.

Administrative excellence frameworks.
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Performance measurement and optimization.

Continuous improvement and workplace effectiveness programs.

Participants benefit from practical methodologies, internationally recognized best practices, proven productivity

frameworks, and real-world implementation experience that enable immediate workplace application and

sustainable performance improvement.
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Contact Us
To secure your place or request further information about this event, please contact us:

Website www.skillslab-training.com

Email info@skillslab-training.com

WhatsApp +966 559 653 447
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