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Introduction 

Time just exists, you can't make it stop or go quicker/slower. 

This course of collated resources will look at some of the main underlying and often 

overlooked issues/factors that make people feel like they don't have enough time. 

6 things you will learn in this course... 

1. Prioritising effectively 

2. Focusing on the right things 

3. Overcoming procrastination 

4. How to say 'no' 

5. Finding balance in your life 

6. Resilience vs endurance 

Click here to view a more in-depth introduction to the course (audio) 

Click here to download the workbook 

  

https://ninedots.co.uk/download/resource/time-management-course-intro-audio?source=timemanagementcourse&t=VC%2fWCulY6KcMQ8rbNXxN8Mshal%2fKVazeIL8wiEF9qPITcwicVvASe0HzjhTDqcNeFLdKvUDsW%2bRf5iBn1%2fpNOeYqGDxi5GM49xsd1BeuIabZ29lsIUio9Q%3d%3d
https://ninedots.co.uk/download/resource/time-management-course-workbook
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Part One  Eisenhower's Urgent/Important Matrix 

“What is important is seldom urgent and what is urgent is seldom important.” 

Dwight D. Eisenhower, 34th President of the United States 

 

 

In this section, we're going to be looking at Eisenhower's Urgent/Important Matrix and how 

you can use it to find out where you're spending your time, and whether that balance is right 

for you, in your role, right now. 

• First, click here to listen to the introduction to this topic. 

• Then click here to download and read today's accompanying Eisenhower's 

Urgent/Important Matrix resource. 

• Then complete the relevant tasks on pages 4-6 in your workbook to prioritise your 

work effectively. 

(click here to download again) 

 

Your Notes: 

 

  

https://ninedots.co.uk/download/resource/time-management-course-day-one-audio
https://ninedots.co.uk/download/resource/time-management-course-day-one-presentation
https://ninedots.co.uk/download/resource/time-management-course-workbook
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Part Two  The Circle of Concern 

“I am not a product of my circumstances. I am a product of my decisions.”  

Dr. Stephen R. Covey 

 

In this section we're going to be looking at The Circle of Concern, where we're focusing our 

energy, and how we can be more proactive 

• First, click here to listen to the introduction to this topic 

• Then click here to download and read today's accompanying Circle of Concern 

resource 

• Then complete the relevant tasks on page 7 in your workbook to see where you're 

focusing your time 

(click here to download again) 

 

Your Notes: 

  

https://ninedots.co.uk/download/resource/time-management-course-day-two-audio
https://ninedots.co.uk/download/resource/time-management-course-day-two-presentation
https://ninedots.co.uk/download/resource/time-management-course-workbook
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Part Three  Overcoming Procrastination 

“The really happy people are those who have broken the chains of procrastination, those who 

find satisfaction in doing the job at hand. They’re full of eagerness, zest, productivity. You can 

be, too.”  

Norman Vincent Peale, Godfather of Positive Thinking 

 

In this section, we're going to be looking at what procrastination is all about, what causes it, 

and how we can overcome it. 

• First, click here to listen to the introduction to this topic 

• Then click here to download and read today's accompanying Procrastination resource 

• Then complete the relevant tasks on page 8 in your workbook to start overcoming 

procrastination 

(click here to download again) 

 

Your Notes: 

  

https://ninedots.co.uk/download/resource/time-management-course-day-three-audio
https://ninedots.co.uk/download/resource/time-management-course-day-three-presentation
https://ninedots.co.uk/download/resource/time-management-course-workbook
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Part Four  How to Say 'No' Without Damaging Relationships 

“The difference between successful people and really successful people is that really 

successful people say no to almost everything.”  

Warren Buffet 

 

In this section, we're going to be looking at how to say 'no' without damaging working 

relationships. 

• First, click here to listen to the introduction to this topic 

• Then click here to download and read today's accompanying Saying 'No' resource 

• Then complete the relevant tasks on page 9 in your workbook to be able to confidently 

say 'no' at work 

(click here to download again) 

 

Your Notes: 

  

https://ninedots.co.uk/download/resource/time-management-course-day-four-audio
https://ninedots.co.uk/download/resource/time-management-course-day-four-presentation
https://ninedots.co.uk/download/resource/time-management-course-workbook
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Part Five  Finding Balance with the Wheel of Life 

“Love yourself enough to set boundaries. Your time and energy are precious. You get to 

choose how you use it. You teach people how to treat you by deciding what you will and won’t 

accept.”  

Anna Taylor 

 

In this section, we're going to be looking at the Wheel of Life to explore the different areas of 

our lives that can make us feel like we don’t have enough time. 

• First, click here to listen to the introduction to this topic 

• Then click here to download and read today's accompanying Wheel of Life resource 

• Then complete the relevant tasks on pages 10-12 in your workbook to find balance in 

your life 

(click here to download again) 

 

Your Notes: 

  

https://ninedots.co.uk/download/resource/time-management-course-day-five-audio
https://ninedots.co.uk/download/resource/time-management-course-day-five-presentation
https://ninedots.co.uk/download/resource/time-management-course-workbook
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Day Six  Resilience vs Endurance 

“Resilience is the ability to thrive in challenging circumstances – it means you can bounce 

back quickly from difficult situations. This is commonly mistaken with endurance which is a 

more rigid mindset where you’re continually pushing your body and mind to the limit without 

giving up.”  

Anonymous 

 

In this section, we're going to be looking at resilience vs endurance - we only have so much 

energy, so how can we identify what energy level we're at, and how can we look after it? 

• First, click here to listen to the introduction to this topic 

• Then click here to download and read today's accompanying Resilience vs Endurance 

resource 

• Then complete the relevant tasks on pages 13-14 in your workbook to create your 

custom recovery rituals 

(click here to download again) 

 

Your Notes: 

  

https://ninedots.co.uk/download/resource/time-management-course-day-six-audio
https://ninedots.co.uk/download/resource/time-management-course-day-six-presentation
https://ninedots.co.uk/download/resource/time-management-course-workbook
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Part Seven  Recap and Next Steps to Take 

“Sometimes the best way to learn a lesson isn’t just  hearing the words, but putting it into 

practice by experimenting with it and finding its truth for yourself instead of taking someone 

else’s word for it.”  

A.J. Darkholme 

 

 

 

In this final section, we're going to be recapping what you've learned and identifying what 

changes you can make as a result of this course. 

• First, click here to listen to the recap of this course 

• Then click here to download and read today's accompanying Summary resource 

• Then complete the relevant tasks on page 15 in your workbook to identify your next 

steps 

(click here to download again) 

--- 

Thank you for completing this course, I hope you got a lot out of it! 

Just a quick question - is time management something your organisation struggles with? We 

are leadership and management training experts and have a plethora of programmes and 

courses that can help improve efficiency and productivity. 

If this is something you're interested in or if you have any feedback that you'd like to share, you 

can contact us by calling 01332 527 905 or emailing enquiries@ninedotsdevelopment.com. 

 

 

 

 

https://ninedots.co.uk/download/resource/time-management-course-day-seven-audio
https://ninedots.co.uk/download/resource/time-management-course-day-seven-presentation
https://ninedots.co.uk/download/resource/time-management-course-workbook
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Recommended Training for New Managers 

We offer several programmes which are specifically designed for new managers: 

Fast-track New Manager Course 

 

This course contains 4 x live virtual workshops and is delivered over 4 months: 

• Workshop 1: Leadership & Management Excellence 

• Workshop 2: Managing Operations 

• Workshop 3: Effective Business Communication Skills 

• Workshop 4: Building Effective Teams 

It can also be delivered face-to-face in-company for groups of 5-12. 

  

https://ninedots.co.uk/fast-track-open-courses/new-manager
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Funded Level 3 Team Leader Programme 

 

This programme consists of 8 x blended modules and is delivered over 13+ months: 

• Personal Development Planning  

• Building Effective Teams  

• Managing Operations  

• Enhanced Business Communication Skills  

• Project Management Skills  

• Leading and Management Excellence  

• Budgeting and Resource Management  

• Data-Driven Management  

Tailored In-company Management Essentials Programme 

This programme consists of 3 days of training: 

• Understanding the Role of a Manager and Defining Team Focus 

• Communicating Effectively to Get the Best from Your Team  

• Developing and Coaching Your Team for Success  

This programme is ideal for groups of 5-12 and can be tailored if there are specific topics you 

would like included.  

https://ninedots.co.uk/Web/BlendedApprenticeshipsLevel3
https://ninedots.co.uk/Web/Brochure
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