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Date: January 22, 2009
Location: 
San Francisco Bay Regional Board Office, Rm 1, 2nd Floor
1515 Clay Street, Suite 1400

Oakland, CA 94612

Time:  

9:00 a.m. – 12:00 noon
Course Description: This four-hour workshop provides practical and workable time management techniques for accomplishing more in less time.  Each participant’s time management skills will be evaluated and profiled providing the opportunity for individual improvement. At the end of this program, students will be able to:

· Recognize individual creative/productive time and use that time to your best advantage.

· Identify and overcome time robbers and time wasters.

· Use Time Mastery Profiles and organizational tools to streamline both your workplace and your life.
· Deal with “drop in’ visitors and other ‘time robbing’ coworkers.
· Organize and streamline your workplace - eliminate clutter.
· Apply 10 paper pile-up techniques to lower the stacks.
· Establishing and sticking to priorities.
Time Management Training
A half-day class

Instructor:  Robert Jerome, PhD.
Bob has successfully provided training in the governmental sector as well as private industry. As a personal coach, Bob provided guidance and facilitation to executives and individuals in small business and an Executive Speech Writer. Dr. Jerome is a humorist and contributing author-writer. Bob has a B.Sc in English/Psychology, an M.A. in Adult Information Processing and his PhD. in Organizational Psychology.
Registration Fees: Paid through the Water Board Training Academy
To Register:  Follow the training registration requirements, obtain all required approvals and then register on-line at http://waternet/training.  It is not necessary to submit hard-copy training requests to the Academy office; the online system will provide a registration confirmation.  If you have questions about the registration process, please contact your training liaison.  Questions concerning the class may be addressed to Lila Tang at ltang@waterboards.ca.gov or 510-622-2425.  
If you have special accommodation or language needs, please contact Shirley Moreno at (916) 324-7481 or email  smoreno@waterboards.ca.gov at least 5 working days prior to the class.  TTY/DD/Speech to Speech users may dial 7-1-1 for the California Relay Service.







