PIKES PEAK
STATE COLLEGE
Master Course Syllabus

MAN 1017 Time Management

Purpose of Document

This document contains important information about this course’s objectives. It may be helpful for you
to retain a copy for your records, along with the class specific syllabus. This document will be especially
helpful if you decide to later change your course of study.

Pikes Peak State College and the Colorado Department of Higher Education have determined that
graduates should have a broad range of learning skills as well as discipline related skills. Both types of
skills are detailed below.

Course Description

Provides a clear sense of purpose for the following: structured goals, overcome barriers, leverage
practical strategies, tools, and techniques to develop and implement an effective time management
framework.

Min Credit: 1

Required Course Learning Outcomes:

1. Define motivations related to time management.

Analyze barriers to effective time management and strategies to overcome them.

Identify specific personal and work-related goals.

Identify activities to achieve time management goals.

Utilize a time management method.

Evaluate benefits and drawbacks of time management planners.

Develop and implement a time management schedule using one or more time management.
methods to reflect daily priorities, big picture goals, and how to overcome obstacles.
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Topical Outline:
I.  Motivation
a. Define motivation
b. How motivation affects time management
II. Time management barriers
a. Analyze barriers
b. Strategies to overcome barriers
lll. Priorities and goals
a. Setgoals
b. Develop activities to meet goals
IV. Time management planners
a. Time management methods
b. Benefits and drawbacks of planners
c. Choosing a planner
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V. Time management schedule
a. Daily tasks
b. Goals
c. Obstacles
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