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SIGNS FOR NAVIGATION 

❖ Group Exercise 

♦ Individual Exercise 

 

I. Introduction to the Training 

Time is the only resource money cannot buy. Time is money. We spend a lot of our 

valuable time worrying about not having enough time to reach goals, get tasks done, and 

meet deadlines for our projects.  

Time management is the act of consciously planning and using our time in order to work 

more efficiently on our tasks and be more productive in our projects. 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 project 

according to Gantt chart, deadlines, schedule and agenda.  

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

and techniques, which can be used by you directly or by your project management team 

members. You will also understand the origin of stress and discover ways to eliminate it. 
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II. Topic Presentation 

Time management is the process of planning and exercising conscious control of time 

spent on specific activities, especially to increase effectiveness, efficiency, and 

productivity. Time management may be aided by a range of skills, tools, and techniques 

used to manage time when accomplishing specific tasks, projects, and goals complying 

with a due date. It is usually a necessity in any project development as it determines the 

project completion time and scope. It is also important to understand that both technical 

and structural differences in time management exist due to variations in cultural concepts 

of time.  

The major themes in time management include the following: 

● Creating an environment conducive to effectiveness 

● Setting priorities 

● The related process of reduction of time spent on non-priorities 

● Implementation of goals 

 

As you can see, time management skills are of the upmost importance to working more 

efficiently, improving your quality of work, delivering projects on time, reducing stress, and 

improving your work-life balance. All of these results can lead to increased opportunities 

and productivity both in your career and your personal life. When you do not take control 

of your time and do not manage it efficiently, you can experience the opposite results. 

Risks of Ineffective time management: 

● Decreased productivity 

● Missed deadlines 

● Lower quality of work 

● Higher stress and anxiety 

● Less work-life balance 
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III. SMART – Goals Setting 

SMART is an effective tool that provides the clarity, focus and motivation you need to achieve 

your goals. It can also improve your ability to reach them by encouraging you to define your 

objectives and set a completion date. SMART goals are also easy to use by anyone, anywhere, 

without the need for special tools or training. The goal of this tool is to bring structure and 

trackability into your goals and objectives. The exercise will help you create verifiable 

trajectories towards a certain objective, with clear milestones and an estimation of the goal's 

attainability. 

 

SMART is an acronym that you can use to guide your goal setting. To make sure your goals are 

clear and reachable, each one should be: 

● Specific (simple, sensible, significant) 

● Measurable (meaningful, motivating) 

● Achievable (agreed, attainable) 

● Relevant (reasonable, realistic and resourced, results-based) 

● Time bound (time-based, time limited, time/cost limited, timely, time-sensitive). 

 

♦ To work with your specific goals and goal settings we prepared for you the exercise no.1 

SMART – Goals Setting. The following text will give you instruction how to describe each 

part of the goal definition-goal settings. 

SMART Goal – Specific 

Goals that are specific have a significantly greater chance of being accomplished. To make a 

goal specific, the five “W” questions must be considered: 

● Who: Who is involved in this goal? 

● What: What do I want to accomplish? 

● Where: Where is this goal to be achieved? 

● When: When do I want to achieve this goal? 

● Why: Why do I want to achieve this goal? 

  

SMART Goal – Measurable 

A SMART goal must have criteria for measuring progress. If there are no criteria, you will not 
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be able to determine your progress and if you are on track to reach your goal. To make a goal 

measurable, ask yourself: 

● How many/much? 

● How do I know if I have reached my goal? 

● What is my indicator of progress? 

 

SMART Goal – Achievable 

A SMART goal must be achievable and attainable. This will help you figure out ways you can 

realize that goal and work towards it. The achievability of the goal should be stretched to make 

you feel challenged, but defined well enough that you can actually achieve it. Ask yourself: 

● Do I have the resources and capabilities to achieve the goal? If not, what am I missing? 

● Have others done it successfully before? 

  

SMART Goal – Realistic 

A SMART goal must be realistic in that the goal can be realistically achieved given the available 

resources and time. A SMART goal is likely realistic if you believe that it can be accomplished. 

Ask yourself: 

● Is the goal realistic and within reach? 

● Is the goal reachable, given the time and resources? 

● Are you able to commit to achieving the goal? 

 

SMART Goal – Timely 

A SMART goal must be time-bound in that it has a start and finish date. If the goal is not time-

constrained, there will be no sense of urgency and, therefore, less motivation to achieve the 

goal. Ask yourself: 

● Does my goal have a deadline? 

● By when do you want to achieve your goal? 

  

(Follow the trainer for more instruction of this exercise). 
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IV. Pomodoro Technique 

The Pomodoro Technique is a time management method developed by Francesco Cirillo in the 

late 80’s. The technique uses a timer to break down work into intervals, traditionally 25 

minutes in length, separated by short breaks. Each interval is known as a pomodoro, from the 

Italian word for 'tomato', after the tomato-shaped kitchen timer that Cirillo used as a 

university student.  

Pomodoro is a cyclical system. You work in short sprints, which makes sure you are 

consistently productive. You also get to take regular breaks that bolster your motivation and 

keep you creative. The methodology is simple: When faced with any large task or series of 

tasks, break the work down into short, timed intervals (called “Pomodoros”) that are spaced 

out by short breaks. This trains your brain to focus for short periods of time and helps you stay 

on top of deadlines or constantly-refilling inboxes. With time it can even help improve your 

attention span and concentration. 

♦ You should follow these 6 steps to exercise this technique. It takes around 5 minutes to 

define each of these steps. 

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. 

If you can do the latter, it is suggested the “inform, negotiate and call back” strategy: 

● Inform the other (distracting) party that you are working on something right now. 

● Negotiate a time when you can get back to them about the distracting issue in a timely 

manner. Schedule that follow-up immediately. 

● Call back the other party when your Pomodoro is complete and you are ready to tackle 

their issue. 

 

This technique will not be included in the exercise book. But following above-mentioned steps 

you will be able to apply the Pomodoro technique to your everyday tasks. 

(Follow the trainer for more instruction of this exercise). 

  

https://lifehacker.com/stay-productive-by-breaking-your-day-up-with-microburst-1829740819https:/lifehacker.com/remind-yourself-to-take-breaks-at-work-with-this-chrome-1831390349
https://lifehacker.com/remind-yourself-to-take-breaks-at-work-with-this-chrome-1831390349
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V. Eisenhower Matrix - Prioritization of Tasks 

The Eisenhower Matrix is an easy, yet an extremely effective way to prioritize and manage 

tasks and your time. It is a system that basically makes you separate all your activities into 4 

priority levels, one of which (Not Important/Not Urgent) is immediately dropped, so really it is 

only 3 categories of attention-worthy tasks to focus on. 

The Matrix consists of four quadrants where, each focuses on different attributes: 

1. “Important” and “Urgent” tasks: 

These receive the highest priority level and should be your primary focus to complete as soon 

as possible (most often on the same day). 

 

2. “Important”, but “Not Urgent” tasks: 

These are the long-term goals and tasks that are important but do not have a firm deadline 

yet.  You should schedule them in a timely manner, doing the most urgent ones right after you 

have finished everything from the “Do” quadrant. 

 

3. “Not Important”, but “Urgent” tasks: 

These tasks are the ones you can delegate to other professionals or appoint to complete 

yourself if you must, but only after your first and second quadrant tasks are completed. 

 

4. “Not Important” and “Not Urgent” tasks: 

The tasks are placed in the “Delete” quadrant because you should eliminate doing them. This 

may vary due to the perception of urgency and importance, but mainly these tasks do not even 

need to be done and would be considered a complete waste of time by most people. 

 

We tend to confuse things that are urgent with being important. While a task can be both, they 

are more often exclusive of one another. We need to define the two so we can figure out 

which tasks fit into which category. 

Urgent tasks need to be dealt with immediately. They are tasks that we respond to and 

attempt to resolve quickly. Important tasks, on the other hand, help us reach our long-term 

goals. They may or may not need to be handled right away, but if we want to get better at 

something, we need to pay attention to the important things. 

Unfortunately, urgent tasks are easier to get started on than the important ones. They present 

themselves in such a way that we respond to them quickly. Important tasks tend to get placed 

on the back burner until some indefinite day in the future. 
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❖ The goal of the Matrix, exercise no. 2, is to consider the long-term outcomes of your daily 

tasks and focus on what will make you the most effective, not just most productive. It 

helps visualize all tasks in a matrix of urgent/important. Try to divide all day-to-day tasks 

and bigger projects into one of these four quadrants: 

● Urgent & Important tasks/Tasks to be completed immediately: DO - Do it now. 

● Not Urgent & Important tasks/Tasks to be scheduled on your calendar: DECIDE/PLAN - 

Schedule a time to do it. 

● Urgent & Unimportant tasks/Tasks to be delegated to someone else: DELEGATE - Who 

can do it for you? 

● Not Urgent & Unimportant tasks/Tasks to be deleted: DELETE/DROP – Eliminate it. 

 

 (Follow the trainer for more instruction of this exercise). 
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VI. Ivy Lee – Daily Routine for Productivity  

Ivy Ledbetter Lee was a publicity expert and the founder of modern public relations in America 

during the early 1900s. Charles M. Schwab was the president of Bethlehem Steel Corp., the 

second-largest steel producer and largest shipbuilder in the United States during this era. In 

1918, Schwab held a meeting with Lee to heighten productivity in his workplace. Lee, offering 

his services for free, asked to meet with Schwab’s executives for 15 minutes each. During 

these meetings, Lee taught his method to all the executives and sent them back to work. After 

three months, Schwab asked for a second meeting with Lee, this time writing the other man a 

check for $25,000. Today, that amount is worth $420,000. That’s the price Schwab thought 

was appropriate for Lee’s advice to increase productivity.  

The Ivy Lee Method is a great daily review process. These are the main benefits of the 

Method: 

● It has just six steps 

● It encourages work-life balance 

● The end-of-day perspective 

● It encourages you to wrap things up early 

● It is very simple 

 

♦ The Ivy Lee Method, exercise no. 3, is one of the best ways to prioritize everyone day by 

following a simple set of rules. How the Ivy Lee Method works, what are the rules to 

follow: 

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. Prioritize 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. 

 

(Follow the trainer for more instruction of this exercise).  
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VII. Tips and Tricks on the Time Management: “Eat That Frog”; Pareto Law; Tasks 

from A to E 

In this last part of this handbook, we want to give you a couple of quick yet useful tool to apply 

for your productivity and time management. 

1. 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. 

 
"If the first thing you do each morning is to eat a live frog, then you can go through the day 

with the satisfaction of knowing that that’s probably the worse thing that will happen all 
day." - MARK TWAIN 

 

The Pareto Law: 

First, there is what is called the Pareto Principle—or, the 80/20 rule—which says that 20% of 

the efforts tend to produce 80% of the results. Define tasks that take 20% of your effort but 

bring you 80% of results. 

 

♦ The ABCDE Method: 

The ABCDE Method is connected to the Eat the Frog technique. You start this exercise no. 4 

with a list of everything you have to do for the upcoming day. Make yourself “think on paper”. 

Then place an A, B, C, D, or E next to each item on their list before they begin the first task. Do 

not forget, that the A, the first activity or task, is also the FROG. 

A - The FROG. Tasks you must do (“A” items are most important). 

B - Tasks you should do (“B” items only have minor consequences). 

C - Tasks that would be nice to do (“C” tasks have no consequences). 

D - Tasks you can delegate to someone else (“D” for delegate). 

E - Tasks that you can eliminate altogether (“E” for eliminate). 

 

(Follow the trainer for more instruction of this exercise). 
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VIII. Stress Management Techniques 

In this part of the training you will be introduced to the definition and triggers of stress. 

When we talk about stress, really we are often talking about how stress affects us in our body, 

mind and spirit. Stress can be defined then 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. 

-> Ask yourself: What is stressing you out the most? 

These are a few stress management tools which can help you to eliminate stress: 

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. 
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IX. Feedback and Summary of the Session 

We hope that during the last two hours you have understood what is time management and 

stress management and why this is crucial for project manager and project leader. We hope 

you have learned different techniques and tools, which will help you to deliver tasks according 

to deadlines, set your goals effectively and reach objectives in defined quality. 

At the end of the session, please answer yourself these questions: 

● 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? 

 

 

 

Team topcoach - SK 
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NOTES 

  

Your notes here 
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