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"Target, time management"

(1~2 days)

Speaker: Wei Bin

[course objectives]
Target management:

The understanding of the target management conception, cultivating initiative

consciousness

We grasp the essence of management by objectives



Please hold different target management and value management.
The facts are objective management method

The practice ability of target management guide subordinates
Time management:

I realized the importance of time management.

I work more rational, in the following aspects:

- able to distinguish between initiative and coping tasks;
According to work order of priority, to determine the order of;

- make work plans.

We through the effective authorization management staff.

The formulation of a plan of action to improve the ability of organization and

management.
[course features]

The top 100 enterprises internal training courses, compulsory courses in the world's
top five hundred enterprises ordered.

The combination of specific national conditions, Chinese enterprises, cities, human,
well-designed course content.

The practical problems for companies of the layers of analysis, and a unique "theory to
explain the case analysis + + precise group discussion + scene + + video interactive game
simulation of" passion teaching methods show students, results oriented, humorous, easy to

understand, easy to understand, have a unique style, innovative ideas.
[Course Outline]
The first article: Goal Management
1, the significance of the target
2, the definition of target management
3, 97% of people do not set the target of the reason
Second: goal setting and decomposition
The scope of the goal setting
The premise of setting goals
The five principles of the goal setting

The strong ambition



The target must be visually

Please follow the steps below to set and implement target decomposition
The first, set the target (target setting time)

Two, insist on improving

Three, regular assessment examination

Set goals for us to find the destination we want to go to

Time management is to let us plan how to arrive

Third: time management

First, the understanding of time management

Two, your current time is how to use

Three, excellent self time management

Four, the benefits of time management

Five, the importance of time management

1, how to find a waste of time

2, the principle of time management

Experience the game: tearing paper life

Video appreciation: the death of bill

Fourth: use SMART standard to improve efficiency

First, the goal is clear, action is effective

Two, target management and control, to be in place to quantify
Three, the goal can be realized only execution

Four, the size can be achieved between closely linked

Fifth: four quadrant time management - doing the right thing at the right time.
First, to distinguish the work of emergency, important, classified management
Two, how to set the priority of different levels

Three, choose the best time to deal with the work

Four, "do the right thing" and "the right thing to do"

Sixth: streamline and optimize the workflow rules

First, to expect the best work process

Two, the optimization process is simplified.

Three, is also a process of

The seventh part: the 80/20 rule - the time for a few important things



One, the time left to the most important thing, the implementation of the effect of

Pareto analysis
Two, focus on the most important thing, how to determine the order of priority
Three, to give priority to, create time for the most important thing
Four, to reduce the time consumption of excess responsibility
Five, in an efficient time to do important things
Six, case discussion: Sales Manager of a day
Eighth: learn to authorize
One, the secret of the high efficiency - authorization
Two, the authority of obstacles: do not give up, do not trust
Three, the authority of the steps

Four, authorization, merger, streamline, abandon

Time management is not to let you do more, but to make you better!



