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	Provides students with the conceptual knowledge and tools to make better use of their time in the management function.

	
	
	

	 
	Min Credit:
	1

	
	
	

	
	
	




 STANDARD COMPETENCIES: 
  
I. Formulate a Time Management System 
II. Evaluate Follow-Up Systems 
III. Evaluate the use of a Daily Planner 
IV. Analyze the concept of Planning 
V. Evaluate Control of Business Appointments 
VI. Plan Control of Conversations 
VII. Evaluate Decision Making Process 
VIII. Assess Ability to Communicate 
IX. Evaluate Alternative Methods of Communication Techniques 
X. Judge Usage of Electronic Devices 

 TOPICAL OUTLINE: 
  
I. Formulate a Time Management System 
A. Time management systems 
B. Organization 
C. Daily Planners 
II. Evaluate Follow-Up Systems 
A. Master List 
B. Daily Planner 
C. Computerized Personal Information Managers 
III. Evaluate the use of a Daily Planner 
A. Use of a daily planner 
B. Limitations of a daily planner 
C. Electronic planner 
IV. Analyze the concept of Planning 
A. Steps in planning 
B. Scheduling of appointments 
C. Allotment of time 
V. Evaluate Control of Business Appointments 
A. Physical conduct and attire 
B. Materials and equipment 
C. Location of meeting 
D. Attendance at a meeting 
VI. Plan Control of Conversations 
A. Information needed 
B. Acquisition of information through questions 
C. Methods to stay on task 
VII. Evaluate Decision Making Process 
A. Formulate objectives 
B. Process of decision making 
C. Objections 
VIII. Assess Ability to Communicate 
A. Methods of communication 
B. Telephone techniques 
C. Duration of telephone calls 
D. Function of calls 
IX. Evaluate Alternative Methods of Communication Techniques 
A. Telephone Usage 
B. Telephone alternatives: live calls, voice mail, secretaries 
C. Formulate policies of E-Mail 
D. Design a live presentation 
X. Judge Usage of Electronic Devices 
A. Computer filing systems 
B. Computer techniques 
C. Electronic and paper calendaring 
D. Desktop and portable devices 

