Don’t Waste Another Minute!
A Time and Life Management Workshop

We are excited to offer you a highly effective, fully customized time management program. By

learning and practicing valuable time management skills, your staff will significantly enhance

their productivity and achieve their most important goals and objectives much more readily.

Tom Drews, your consultant and trainer, is the Founder and President of What Works!

Communications. He is an expert in the field of time management and has delivered his

programs for companies including Symantec, Oracle, WebEx and Google.

This program varies in length from a one hour program to a full day. We include a blend of

instruction, interaction and exercises, so that we deliver the most value possible. We also

incorporate a great deal of humor and entertainment to keep your audience engaged.

Typically, our program covers five key areas, as listed below. We can also customized our

program to meet your specific needs. These five areas are goal setting, the What Works Time

Management System, productivity, email effectiveness and life balance.
I. Values, Vision and Goal Setting

There’s no question that setting clear, measurable goals can significantly enhance one’s ability

to achieve their objectives. During the opening of our training program, we will discuss the value

of goal setting and a simple process for how it works. The participants will walk through an

exercise that focuses on one of their key shorter term objectives and the activities required to

achieve it. We will also discuss the importance of defining our values and painting a bigger

picture vision intended to build motivation and inspiration.
II. The What Works! Time Management System
Having a solid system in place for managing time will contribute greatly to achieving our shorter

and longer term goals as mapped out in the beginning of our program. A system can serve as a

valuable guide to help us to determine what to do more of and what to do less of. This portion of

the course will include setting priority activities, scheduling and calendaring, delegating and

planning projects. The participants will walk away with a process that will help them to plan their activities in the most efficient way possible.
Customized Time Management Training

III. Productivity
This module will build on the What Works! Time Management System by focusing on

effectiveness and efficiency. Enhancing the productivity of your staff will help them to achieve

their already clearly defined goals. Program content includes effective list making, handling

procrastination, minimizing interruptions and distractions, and eliminating the greatest time

wasters.
IV. Email Effectiveness
Our initial surveys indicated that the typical worker now spends on average between 20-50% of

their time on email, which equates to roughly 2-6 hours per day. Most people lack the ability to

manage their email well, which can eat up a significant portion of their day. The average

participant that has gone through our training program has “freed up” between 1 and 3 hours a

day just by handling their email more effectively. Some of the strategies we will discuss include

scheduling blocks of time for email, how to create the most ideal folders for storing and

retrieving, a decision process for what to do and how to respond, creating templates, and

abbreviating correspondence.
V. Balance in Work and Life
The majority of our program focuses on enhancing productivity, which ultimately leads us to

better achieving our most worthy goals and objectives. The final portion of our course will walk

the attendees through a simple and easy process for creating balance in work and life.

Ultimately, if they can achieve a greater balance in their personal lives, they will be happier and

more productive in their work lives. And visa versa. The majority of people that we have worked

within the past

