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MODULE:  LEADERSHIP 

TOPIC 2:  TIME MANAGEMENT AND STRESS MANAGEMENT 

TRAINER’S MANUAL OF THE TRAINING SESSION 

DURATION OF THE SESSION: 120 MINUTES 

minimum number of pages: 5 

 

Time Table of Content How 

10’ Introduction to the Training 

The trainer will introduce the topic of Time and Stress Management.  

Part of the opening speech can include the mention of these ideas: To have 

good time management is very helpful and needed in any project, it should 

be the strength of every project manager – to be able to set goals, prioritize 

tasks and even delegate to run projects according to the Gantt chart, 

schedule and agenda. 

During the next two hours you will learn simple, yet very powerful time 

management tools and techniques, which can by used by you directly, or 

among your project management team members. You also will understand 

the origin of stress and discover ways to eliminate it. 

After this part of the training introduction, there will also be a short 

presentation about the topic. 

● The trainer will explain 

the purpose of this 

session. 

● The trainer will explain 

and present the topic 

of Time Management.  

● The trainer will show a 

table of content. 

● Presentation. 

 

 

20’ SMART – Goals Setting  

Before starting this exercise, present to the participants the tool of SMART 

goal setting. Details of this tool and technique are also described in the 

Participant’s handbook on page no. 5 (5’). 

The goal of this tool is to bring structure and trackability into participants’ 

goals and objectives. The exercise will help participants to create verifiable 

trajectories towards a certain objective, with clear milestones and an 

estimation of the goal's attainability. This exercise will be done individually 

by each participant.  

Then follow these steps to complete the SMAR exercise: 

1. Let participants define a goal – tell them to write it in a sentence. 

● Exercises no. 1. given 

by the trainer to the 

participants (SMART - 

Goals Setting). 

● Participant’s 

handbook. 

● Presentation.  

● Discussion. 
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2. Afterwards explain to the participants what the acronym SMART 

stand for. 

3. Let the participants fill in the exercise individually (10’). 

4. Start a group discussion about goal setting via SMART (5’). 

10’ Pomodoro Technique 

Introduce the participant this technique of time management, its origins, 

why it is called Pomodoro, etc. A goal of the technique is to reduce the 

impact of internal and external interruptions on focus and flow. Details of 

this tool and technique are also described in the Participant’s handbook on 

page no. 7 (5’). 

Participants should follow these steps to explain the technique - there are 

six steps in the original technique (5’): 

1. Decide on the task that needs to be done. 

2. Set the pomodoro timer (traditionally to 25 minutes).  

3. Work on the task. 

4. End work when the timer rings and put a checkmark on a piece of 
paper.  

5. If you have fewer than four checkmarks, take a short break (3–5 
minutes), then go to step 2. 

6. After four pomodoros, take a longer break (15–30 minutes), reset 
your checkmark count to zero, then go to step 1. 

You can also suggest to the participants to do the “inform, negotiate and 
call back” strategy: 

 Inform the other (distracting) party that you’re working on 
something right now. 

 Negotiate a time when you can get back to them about the 
distracting issue in a timely manner and schedule that follow-up 
immediately. 

 Call back the other party when your Pomodoro is complete and 
you’re ready to tackle their issue. 

 

This technique will not include an exercise during this training. But they will 

have it to apply to everyday challenges related to time management. 

● Participant’s 

handbook. 

● Presentation.  

 

25’ Eisenhower Matrix – Prioritization of Tasks  

Before starting, ask the participants what streses them out during their 

daily tasks, thatthey plan to accomplish. You can collect the answers on a 

blackboard or flipchart. After this, give them the solution-> The Eisenhower 

Matrix. Before doing the exercise, give them a short overview of the 

technique and explain them how to fill the Matrix from the Exercise no. 2. 

● Exercise no. 2. given 

by the trainer to the 

participants (The 

Eisenhower Matrix). 

● Participant’s 

handbook. 
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(5’). Participants will have details about the technique also in the 

Participant’s handbook on page no. 8. 

The Eisenhower Matrix is a simple tool for considering the long-term 

outcomes of daily tasks and focusing on what will make the participants 

most effective, not just most productive. It helps visualize all tasks in a 

matrix of urgent/important. All of the day-to-day tasks and bigger projects 

will fall into one of these four quadrants: 

 Urgent & Important tasks/Tasks to be completed immediately. 

 Not Urgent & Important tasks/Tasks to be scheduled on your calendar. 

 Urgent & Unimportant tasks/Tasks to be delegated to someone else. 

 Not Urgent & Unimportant tasks/Tasks to be deleted. 

After a detailed explanation of this tool, let the participants form groups 

and do this tool exercise in groups. Give them 10’ minutes to fill all 4 

quadrants.  

After the exercise is done, make a group discussion about the difficulties 

and observations while filling this Matrix (10’). 

● Presentation.  

● Discussion. 

  

20’ The Ivy Lee – Daily Routine for Productivity  

At the beginning of this exercise, give participants a brief definition of the 

tool and method (5’). Participants should do this exercise individually (10’). 

Participants have this method in the Participant’s handbook on page no. 10. 

The Ivy Lee method is one of the best ways to prioritize things every day by 

following a simple set of rules.  

How does the Ivy Lee Method work, what are the rules: 

1. At the end of each workday, write down the six tasks you want to 

achieve tomorrow. Do not write more than six things. 

2. Prioritise the six tasks in order of importance. 

3. The next morning, focus solely on task number 1. Work on that 

until it is finished, then move on to task number 2. 

4. Continue this process through each task. 

5. If at the end of the day, if you have any tasks leftover, these will 

help form your six tasks for tomorrow. 

6. Repeat this process every workday. 

At the end of the session ask participants for any AHA moment, comments, 

feedbacks (5’). 

● Exercises no. 3. given 

by the trainer to the 

participants (The Ivy 

Lee). 

● Participant’s 

handbook. 

● Presentation. 

  

 

20’ Tips and Tricks on the Time Management: “Eat That Frog”; Pareto Law; 

Tasks from A to E 

Last part of this training will focus on short, but also very useful tools. It is 

● Exercises no. 4. given 

by the trainer to the 

participants (The 

ABCDE Method). 
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more to provide easy to apply tips and advices from time management. 

Participants can find these tips and trick in the Participant’s handbook at 

pages no. 11-12. 

 

Eat the Frog: 

According to Brian Tracy's time management technique, Eat That Frog! if 

you can identify and complete (eat) your most important task (the frog) 

each day (as the first task of the day), it will have a great impact on your life 

and make you more productive. 

->Tell participants to chose 1 task to do as first each day. They can practice 

it the next day in their professional or personal life (5’). 

The Pareto Law: 

First, there’s what’s called the Pareto Principle—or, the 80/20 rule—which 

says that 20% of the efforts tend to produce 80% of the results.  

->Ask participants to look for those tasks that do not just get checked off, 

but that bring them real results (5’). 

 

The ABCDE Method: 

Before the exercise explain the participants the power of this technique, 

which lies in its simplicity. Here is how it works:  

Tell participants to start with a list of everything they have to do for the 

coming day. Make them “think on paper”. Then tell them to place an A, B, 

C, D, or E next to each item on their list before they begin the first task. DO 

not forget to mention, that the A task, is the most difficult – The FROG. 

A - The FROG. Tasks you must do. 

B - Tasks you should do. 

C - Tasks that would be nice to do. 

D - Tasks you can delegate to someone else 

E - Tasks that you can eliminate altogether. 

This exercise will be done by each participant, individually (5’). 

 

After the ABCDE Method is finished, provide a group discussion. Ask 

participants, how they see the similarities and differences with other 

methods (5’). 

● Participant’s 

handbook. 

● Presentation.  

● Discussion. 

♦  

10’ Stress Management Techniques ● Participant’s 
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The aim of this part of the training is to introduce also the definition and 

triggers of stress. 

You will talk about: When we talk about stress, really we are often talking 

about how stress affects our body, mind and spirit. Stress can then be 

defined as the reaction we have to difficult, demanding or challenging 

events. Our bodies and minds have been designed with a 'fight or flight' 

reflex that helps to orient and become alert when we are faced with 

challenging or dangerous events…this will be supported by the presentation 

(5’).  

You will then introduce these stress management tools (5’). 

Relaxation/Meditation - Cultivating interior stillness and calmness through 

meditation and relaxation techniques such as massage therapy, and 

progressive muscle relaxation. 

Exercise - Regular physical exertion of any intensity (a gentle 30 minute 

walk, a Yoga or Pilates class, an hour long strenuous free-weight workout, 

etc.) helps discharge muscle tension and build strength, resilience and 

energy. 

Healthy Diet - Eating healthy whole foods and avoiding sugary and fattening 

treats helps keep the body's internal rhythms more balanced. 

Assertive Communication - Some stress is caused by not getting what you 

want from other people. Asking for what you want in a direct but polite way 

is the best method for getting what you want, and thereby reducing stress. 

Asking For Assistance - Whatever it is that you are dealing with right now, 

other people have dealt with it before. Seeking out their counsel when you 

don't know what to do is often a good way to avoid reinventing the wheel. 

You also can mention: Make the time to practice one or more healthy 

coping strategies on a regular basis. You won't have time to fit it in at first 

but do it anyway. Over time your practice will yield results and you'll find 

that you want to make the time to continue your practice. 

Participants can find these techniques in the Participant’s handbook on 

page no. 13. 

handbook. 

● Presentation. 

 

5’ Feedback and Summary of the Session  

The aim of this session was to make the participants understand simple and 

effective tools of time management and stress management to be apple to 

execute their projects more efficiently and manage their project 

management teams better and therefor also become a better leader. The 

next step will be to apply, ideally all of these techniques to your work as 

project manager/leader and in work with your project management team. 

● Trainer’s speech. 

● Group discussion. 
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At the end of the summary part, ask participants a couple of feedback 

questions (5’): 

 Which three points did you learn during this session? 

 Which tool and when will you apply to practice as first and why? 

 What was the AHA moment(s) for you? 

 


