
 

 

 

 

 

 

 

 

 

 

Task Management Training  
Welcome to the Task Management Training. 

 

In the environment individuals often face a number of tasks which can lead to exhaustion or even 

employee attrition. However, many are unaware that the solution lies in efficiency – accomplishing goals 

while minimizing losses. Through efficiency companies and teams can save resources like time and 

money that can be redirected towards important matters or saved for future emergencies. For 

employees this can mean leaving work on time or even having the opportunity, for power naps due to 

increased agility, in the workplace. 

 

 

This training program is designed to help participants achieve these goals by emphasizing the 

importance of organizing their workspace improving communication skills mastering goal setting 

techniques distinguishing between short term and long-term planning and much more. By the end of 

this training session participants will gain the ability to handle work pressures and responsibilities 

efficiently through time and task management. 

 



Course Overview; 

The initial part of this session will involve introducing participants to one another and discussing what 

will be covered during the workshop. Participants will also have the chance to identify their personal 

learning goals. 

 

 

During this one-day workshop you will be teaching participants how to; 

 

 

• Organize and tidy their workspace effectively. 

 

 

• Enhance team communication to save time and foster a loyal team. 

 

 

• Understand the distinctions, between long term and short-term planning. 

 

 

• Ensure backup plans are comprehensive and successful through engaging activities and 

discussions. 

 

 

• Master the art of task delegation. 

 

 

 

Organizing and Tidying Their Workspace; 

To begin with participants will gain insights into how a cluttered workspace can impact professionals in 

terms of time and energy. Therefore, it is essential to learn ways to organize ones workplace. 

 

 

Team Wide Communication; 

In this session participants will explore the importance of communication both verbally and in writing 

for companies and teams. This skill not saves time but fosters loyalty among team members. 

 

 

Distinguishing Long Term and Short-Term Planning; 

The next segment focuses on providing participants with a foundation in understanding term versus 

short term planning. Proven goal setting techniques will be shared to ensure implementation. 

 

 

Creating Successful Backup Plans; 

Through activities and dialogue participants will discover strategies for developing plans that are both 

comprehensive in scope and successful in execution. 

 

 

 

 



Mastering Efficient Task Delegation; 

Lastly participants will learn techniques, for delegating tasks to maximize efficiency within their roles or 

teams.  

 

 

Planning for Contingencies 

In this session attendees will explore the importance of creating plans that're comprehensive and 

detailed. Through engaging activities and discussions participants will gain insights, into contingency 

planning. 

 

 

Delegating Tasks Efficiently 

Understanding the strengths and characteristics of our team members and superiors is crucial for task 

delegation. Some individuals may prefer a independent approach while others thrive in social 

environments. By leveraging these personalities companies can achieve higher levels of productivity. 

This workshop will help participants recognize the personalities, within their teams and identify how 

each member can make contributions. 

 

 

Wrapping up the Workshop 

At the conclusion of this course attendees will have an opportunity to ask questions and develop an 

action plan tailored to their needs. 

 

 

 

 

 

Visit https://paramounttraining.com.au for more information or call 1300 810 725 
 

 

 

 

 

 

 

 

 


