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VAC110 TIME MANAGEMENT

Contact Hours 30 Hours
Prerequisite Nil

Course Description

This value-added course is designed to equip students with practical skills and strategies to
enhance their time management capabilities, both in personal and professional contexts. In today's
fast-paced world, efficient time management is a crucial skill for achieving success and
maintaining a balanced and fulfilling life. Through a blend of theoretical concepts, interactive
discussions, practical exercises, and real-world applications, students will gain insights into
optimizing their use of time, setting priorities, and maximizing productivity.

Course Objectives
The objective of the course is to make the student understand the importance of time and its
management.

Course Outcomes

CO 1: Apply effective time management techniques to their personal and professional lives.
CO 2: Prioritize tasks and set achievable goals to enhance productivity.

CO 3: Identify and overcome common time-wasting habits and distractions.

CO 4: Create and implement personalized time management plans.

CO 5: Evaluate and adapt time management strategies for different contexts and situations.

Course Content

Module I
Importance of time management, Values and Beliefs, Goals and Benchmarks — The ladders of
success, Managing Projects and Commitments, Prioritizing Your Do's.

Module IT
Inspired Action; Getting the Results you Need, Tracking Projects, Managing for Accomplishment,
Tools that Work, Keys to Successful Time Management,

Module I1I

Creating an effective environment; Setting priorities and goals: ABC analysis, Pareto
analysis, The Eisenhower Method, Domino Reaction method, POSEC method; Imple tatiop of
goals; Task list organization, Elimination of non-priorities. é &——
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Module IV

Time Management Systems: GTD, Pomodoro, Time Allocation; Attention Management.

Practicam

1. Analyze their current time management practices and identify areas for improvement.
2. Develop and implement a customized time management plan based on their individual

goals and responsibilities.

Text Books

. Covey, S. R. (2004). The 7 Habits of Highly Effective People: Powerful Lessons in Personal

Change. Free Press.

Reference Books

2. Time Management from the Inside Out, Second Edition: The Foolproof System for Taking
Control of Your Schedule -- and Your Life by Julie Morgenstern

! imeibs Evaluation Gomponent | Weightage (%)
| \ 1 [CATHI 30
\ 5 | CAT -1 30
\“ 3 | Attendance 10
4 | End Term Examination 30
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K.R. MANGALAM UNIVERSITY

EDUCATI ON F OR LI F E
(Recognized by UGC and a member of AlU)

Ref.No..KRMU/Admin./Notice/2019-20/j ¢ n( ¢ 3  Dated: 12* December, Lﬂq

NOTICE

This is to put for information that School of Management & Commerce is offering Value-Added
Course (VAC) for all interested students during Even Semester as per the following specifications.

Course Code | Course Title Coordinating Duration
Department / School

VACO034 Social Media Marketing SOMC 30 Hrs.

VAC 110 Time Management SOMC 30 Hrs.

e Maximum 100 seats are available for the course.
e Course Start Date: 02 January 2020
e Course End Date: 19 March 2020

All interested students are required to;confirm their registration with the Dean-School of
Management & Commerce latest by 26" December, 2019.

vy

Registrar

Copy to: LR
e Vice Chancellor : For kind information
e Dean (Academics Affairs)

e Controller of Examinations

e All Deans/ School Coordinators

°

°

[ )

All Faculty Members/ Mentors
Notice Board
Office Copy
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