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TRAINING PROVIDER 

Singapore Professionals’ and Executives’ Cooperative Limited 

COURSE INFORMATION: 

Course Title 
Balancing Priorities to Manage Tasks, Deadlines and Expectations 
Efficiently 

Language  English 

Course Duration 1 day (7 hours / 9am to 5pm) 

COURSE OUTLINE: 
Course Overview 
& Objectives 
 
 

In today’s competitive environment, we may be faced with urgent deadlines 
and expectations to meet, working with new technologies and conflicting tasks 
to complete. Hence, maximising outcomes and outputs within such constraint 
environment is essential. 

Therefore, in this course you will understand the relation between 
performance and productivity and its importance for work life balance and 
stress management.   

Key Topics 
Covered 

This course explores the following subjects in depth:  

• Understand the factors that make it difficult or impossible to manage 
multiple priorities successfully. 

• How to establish clear, relevant goals and action steps needed to complete 
them that will help you focus your time and effort. 

• How to sort the activities and responsibilities into categories of 
urgency/importance that will help you decide when to handle them. 

• How to assign work to others i.e. co-workers and team members by 
creating a delegation plan. 

• What strategies you can implement to keep yourself organized and avoid 
time delays. 

• How to create and maintain realistic, useful schedules and to-do lists. 

• How to communicate respectfully with others to appropriately manage 
conflicting expectations. 

• How to identify common time-wasting activities and how to avoid them. 

• How to choose and make appropriate use of technological tools to improve 
efficiency. 

Learning 
Outcomes  

Successful completion of this course will enhance your ability to: 

• Understand why it is important to manage priorities. 

• Describe common obstacles in managing priorities. 

• Prioritize tasks, activities, and responsibilities. 

• Employ strategies for help you manage time efficiently. 

• Use technology to stay on track. 
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Learning 
Methodology 

To anchor the learning and winning behaviour, the workshop incorporates 
interactive learning and offer the opportunity to apply the concepts in a risk-
free environment with simulated exercises and practices; trainer-facilitated 
group sharing and discussions, self-reflection and action planning. 
  

Who Should 
Attend 

Working professionals at all levels who want to be able to accomplish their 
work as efficiently as possible in the increasingly fast-paced and rapidly 
changing work environment by improving their skills in time management and 
productivity. 


