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Empowered Journey, Enriched Community

Credit-bearing Short
Interventions

Time and Work
Management

TARGET AUDIENCE

Line Supervisors, Team Leaders, Set
Leaders and or individuals in a Junior
Management Position wanting to
manage time and prioritise tasks in a
workplace environment.

ENTRY REQUIREMENTS

Learners should be competent in
Communication and Mathematical
Literacy at NQF Level 3 (Grade 11).

COURSE DESCRIPTION

This skills intervention in Time and
Work Management will enable learners
to efficiently manage time and
prioritise tasks in a work environment.

):W‘{ CREDIT-BEARING

NQF LEVEL: 4
CREDITS: 5
DURATION: 2 DAYS

LEARNING OUTCOMES:

e Creating, implementing, and
maintaining a personal and team
task list and the importance of
setting clear goals

¢ Using and maintaining a diary &
identifying and minimising time-
wasting tasks

e Prioritising personal and team tasks

¢ Implementing and maintaining a
task list
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