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Workshop on Managing Multiple Tasks

Completing the Correct Task at the Correct Time in the Correct Way

Too much to accomplish and not enough time?

A never-ending to-do list, demanding requirements, and shifting priorities?

Organizations are under a lot of strain from the demands of today's customers and
fierce competition. A new type of employee is required due to these evolving work
patterns. Businesses are looking for individuals who can efficiently manage their time,
collaborate with others to accomplish objectives, and consistently strive to meet the
needs of stakeholders and customers. This well-liked Course N Carry Workshop on
Managing Multiple Tasks is packed with useful strategies and tactics to handle this
pressure, fulfill deadlines, and accomplish your goals.

This workshop on Course N Carry will include:

Effective task management
Techniques for project management and planning
Setting priorities wisely to fulfill deadlines
Teamwork and task leadership abilities
Stakeholder management and influence abilities

Introduction

Participants in this Course N Carry workshop will have the ability to:

Gain the abilities required to finish tasks on schedule.
Utilize fundamental project planning resources to organize and schedule tasks.
Examine important stakeholders and learn how to win their support.
Use persuasion and communication strategies to make sure tasks are finished.
Involve coworkers to win their support and dedication.

Objectives

A range of tried-and-true adult learning strategies will be used in this Course N Carry
Workshop on Managing Multiple Tasks to guarantee that the material is understood,
comprehended, and retained to the fullest extent possible. This involves learning

Training Methodology



through case studies, team practice exercises, movies, presentations, discussions, and
hands-on activities.

When employees are skilled at managing their tasks, the organization sees
increased productivity. Teams become more efficient, completing projects faster
without compromising quality.

Time saved through prioritization and elimination of unnecessary multitasking.
How organized task management reduces bottlenecks in workflows.
Real-life examples of companies that improved productivity through better task management
practices.
How managing tasks properly helps avoid overloading employees.
The importance of task delegation to distribute work evenly.
The connection between task management, employee morale, and retention rates.
The role of task management in avoiding task duplication and miscommunication.
How shared task management tools (like Asana or Trello) promote better team coordination.
The ripple effect of individual task management on overall team performance.
How task management minimizes downtime and the financial impact of delays.
The connection between task efficiency and reducing unnecessary spending (e.g., overtime,
resource wastage).
ROI (Return on Investment) of time management training in terms of company-wide cost
reduction.

Organizational impacts

Individuals who effectively manage their tasks are more productive and can
complete more work in less time without feeling overwhelmed.

How prioritizing tasks and eliminating distractions leads to better time utilization.
The satisfaction of completing tasks on time and the positive impact on self-esteem.
Real-life examples of professionals who became more efficient by implementing task
management strategies.
How creating a clear structure around tasks minimizes the feeling of being overwhelmed.
The role of planning and time management in avoiding last-minute rushes and unnecessary
pressure.
Techniques such as mindfulness, task delegation, and taking regular breaks to improve
mental well-being.
The concept of deep work and how it increases task accuracy and creativity.
Strategies like time-blocking and the Pomodoro Technique to enhance focus.
Benefits of limiting distractions and focusing on one task at a time for better cognitive
performance.
How task prioritization ensures that important tasks are completed within work hours,
reducing the need for overtime.
The importance of scheduling personal time just as seriously as work tasks.
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Techniques like weekly reviews and reflective planning to create time for both professional
responsibilities and personal activities.

People who want to acquire useful management skills that will help them with tasks,
setting priorities, and meeting deadlines for work and projects are the target audience
for this Course N Carry Workshop on Managing Multiple Tasks.

A wide range of professionals can use the workshop; however, it will be very
beneficial to:

Managers, Section Heads, Team Leaders, and Supervisors
Anyone hoping to advance to a leadership position in their current position
Officers and Staff in Project, Purchasing, Finance, and Production
Technical experts, such as those in engineering, production, and maintenance
Clerks, secretaries, and support and administrative personnel 

Who should attend?

Course Outline

Day 1

The Value of Planning in Task Management

Clarifying Workplace Assumptions, Goals, and Constraints
Including a Management Plan, Work Structure, and Scope in Assignments
Making Time Management, Scheduling, and Deadline Compliance Plans
Recognizing and Managing Stakeholders
Finding Risk Management Strategies that Impact Tasks, Priorities, and Deadlines
Finding the Competencies Needed to Lead and Oversee Work Tasks

Day 2

Establishing deadlines and priorities for our time management

Including Time Management in the Priority Setting Process
Making the Most of Transition Time, Emails, Meetings, and Interruptions
Handling Bosses, Procrastination, and Time Wasters
Recognizing the Skills Needed to Get Others to Help with Tasks
The Value of Interpersonal Skills in Task Completion
Comprehending Versatility and Task Flexibility in People Leadership 
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Day 3

Advanced Techniques, Stress Management, and Long-Term Strategies

Advanced Task Management Tools and Techniques
Stress and Overwhelm: Managing Mental Load
Delegation and Collaboration in Task Management
Managing Unexpected Tasks and Interruptions
Creating Sustainable Systems for Long-Term Success
Case Study Review and Final Q&A
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