Time Management for project management

Professionals Training Course

Professional Development Training Course Outline

Category Project Management Duration 5 Days

Online / On-site

Base Fee $1,100 USD Delivery Mode )
Hybrid

Course Introduction

Effective time management is a cornerstone for success in project management. In today’s dynamic
business environment, project managers face increasing pressures to meet deadlines, optimize resources,
and deliver high-quality results. Time Management for Project Management Professionals Training Course
equips professionals with advanced strategies to prioritize tasks, manage competing deadlines, and
enhance productivity. By leveraging practical tools, techniques, and real-world case studies, participants
will gain actionable insights to streamline project workflows and maximize efficiency.

Time management skills are not only crucial for individual performance but also for organizational success.
The course focuses on integrating proven time management frameworks with project management
methodologies to drive operational excellence. Participants will learn to identify time-wasting activities, set
realistic goals, delegate effectively, and harness digital tools for scheduling and tracking progress. This
training is ideal for professionals seeking to reduce project delays, improve team collaboration, and achieve
strategic objectives with precision and agility.

Programme Curriculum

Time Management for Project Management Professionals Training Course
Introduction

Effective time management is a cornerstone for success in project management. In today’s dynamic business
environment, project managers face increasing pressures to meet deadlines, optimize resources, and deliver
high-quality results. Time Management for Project Management Professionals Training Courseequips
professionals with advanced strategies to prioritize tasks, manage competing deadlines, and enhance
productivity. By leveraging practical tools, techniques, and real-world case studies, participants will gain
actionable insights to streamline project workflows and maximize efficiency.



Time management skills are not only crucial for individual performance but also for organizational success. The
course focuses on integrating proven time management frameworks with project management methodologies
to drive operational excellence. Participants will learn to identify time-wasting activities, set realistic goals,
delegate effectively, and harness digital tools for scheduling and tracking progress. This training is ideal for
professionals seeking to reduce project delays, improve team collaboration, and achieve strategic objectives
with precision and agility.

Course Objectives
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Develop effective prioritization strategies for complex project environments.
Implement advanced scheduling techniques to optimize project timelines.
Master resource allocation methods to reduce bottlenecks and delays.
Apply time tracking tools for improved accountability and transparency.
Enhance decision-making skills under time-constrained scenarios.
Integrate agile and lean principles to streamline project workflows.
Identify and mitigate common time management pitfalls.
Improve personal productivity through structured daily planning.
Foster team collaboration to achieve deadlines efficiently.
Leverage technology for automated task tracking and reporting.
Build resilience and stress management strategies for high-pressure projects.
Analyze and apply lessons learned from successful project case studies.

Measure and evaluate time management effectiveness in ongoing projects.

Organizational Benefits

Increased project completion rates on schedule

Enhanced team collaboration and communication
Reduced operational inefficiencies

Improved resource utilization and allocation

Higher productivity across departments

Greater client satisfaction through timely delivery

Reduced project costs due to optimized time management
Strengthened leadership capabilities among managers
Enhanced employee engagement and motivation

Better strategic decision-making through time-conscious planning



Target Audiences
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Project managers seeking efficiency improvement

Program managers overseeing multiple projects

Team leaders responsible for task allocation

Senior executives aiming to optimize organizational workflows
Project coordinators seeking practical time management tools
PMO staff managing deadlines and reporting

Professionals in high-pressure roles needing productivity skills

Consultants supporting project-based organizations

Course Duration: 5 days

Course Modules

Module 1: Fundamentals of Time Management in Projects

Understanding time management principles

Time versus task prioritization

Identifying common time wasters in projects

Techniques for effective scheduling

Case study: Successful time management in a multinational project

Hands-on exercise in daily planning

Module 2: Planning and Prioritization Techniques

Goal setting for project milestones

Eisenhower Matrix application

Task breakdown strategies

Delegation best practices

Case study: Prioritizing tasks in high-stakes projects

Workshop on creating actionable task lists

Module 3: Scheduling and Resource Allocation

Gantt charts and project scheduling software
Critical Path Method (CPM) basics

Resource leveling and allocation



Managing dependencies and constraints
Case study: Resource optimization in construction projects
Interactive simulation for resource allocation
Module 4: Productivity Tools and Digital Techniques
Digital calendars and task management apps
Time tracking and reporting software
Automation for recurring tasks
Collaborative platforms for teams
Case study: Digital transformation in project scheduling
Hands-on tool demonstration
Module 5: Time Management for Teams
Delegation strategies for teams
Managing team workloads efficiently
Aligning individual tasks with project goals
Communication best practices
Case study: Team-based time management in software projects
Group exercise on workload distribution
Module 6: Stress Management and Time Pressure Handling
Recognizing stress triggers in projects
Techniques for maintaining focus under pressure
Breaks and work-life balance strategies
Mindfulness and productivity
Case study: Crisis management in tight-deadline projects
Role-play exercise for stress scenarios
Module 7: Monitoring, Control, and Continuous Improvement
Tracking progress against project timelines
Key performance indicators for time management
Lessons learned and continuous improvement

Adjusting schedules dynamically



Case study: Continuous improvement in agile projects
Simulation for monitoring project performance
Module 8: Integration of Time Management in Project Success
Aligning time management with project objectives
Cross-functional coordination strategies
Measuring ROI of time management practices
Strategic planning for time efficiency
Case study: Organizational benefits of effective time management
Final project exercise: Implementing a time management plan
Training Methodology
Interactive lectures and presentations
Hands-on exercises and workshops
Real-world case studies analysis
Group discussions and role plays
Digital tool demonstrations and simulations
Continuous assessment and feedback sessions
Register as a group from 3 participants for a Discount

Send us an email: info@fineskilltrainingcenter.com or call +254769199797

Certification

Upon successful completion of this training, participants will be issued with a globally- recognized certificate.
Tailor-Made Course

We also offer tailor-made courses based on your needs.

Key Notes

a. The participant must be conversant with English.

b. Upon completion of training the participant will be issued with an Authorized Training Certificate

c. Course duration is flexible and the contents can be modified to fit any number of days.

d. The course fee includes facilitation training materials, 2 coffee breaks, buffet lunch and A Certificate upon
successful completion of Training.

e. One-year post-training support Consultation and Coaching provided after the course.


mailto:info@fineskilltrainingcenter.com

f. Payment should be done at least a week before commence of the training, to FINESKILL TRAINING
CENTER account, as indicated in the invoice so as to enable us prepare better for you.

Upcoming Scheduled Sessions

Start Date End Date Location Price

10 Aug 2026 14 Aug 2026 Online $1,100
17 Aug 2026 21 Aug 2026 Online $1,100
24 Aug 2026 28 Aug 2026 Online $1,100
31 Aug 2026 04 Sep 2026 Online $1,100
07 Sep 2026 11 Sep 2026 Online $1,100
14 Sep 2026 18 Sep 2026 Online $1,100
21 Sep 2026 25 Sep 2026 Online $1,100
28 Sep 2026 02 Oct 2026 Online $1,100

Ready to enroll or request a customized program? Book online or contact us:

Register Online Now

Email: info@fineskilltrainingcenter.com | Website: www.fineskilltrainingcenter.com


https://www.fineskilltrainingcenter.com/courses/time-management-for-project-management-professionals-training-course

