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Introduction 

This conference focuses on developing effective task and workload management skills in today’s competitive work
environment. It equips participants with practical methods to organize tasks, prioritize work, and meet deadlines
efficiently. The program also enhances productivity, communication, and change management within the
workplace.

Objectives 

Understand and develop skills necessary to get assigned work completed on time
Recognize the internal and external influences on our daily work
Use basic planning project tools to plan work strategy
Develop strategic management techniques to implement change
Learn how to establish and maintain task deadlines
Demonstrate proper communications in task management
Understand personal work style and how to work interdependently with others
Understand the characteristics of colleagues who assist in our work assignments
Develop positive interpersonal techniques for better management of our work
Use basic management knowledge and skills to manage stakeholders
Manage change which results from innovation and improvements

Target Audience

This conference is designed for:

Team leaders and supervisors
Project and task managers
Administrative staff involved in planning and coordination
Employees responsible for managing workloads and deadlines
Professionals seeking to improve personal effectiveness and productivity
Anyone involved in organizing, prioritizing, and delivering work within teams or departments

Outlines 

Day 1: Introduction of Work Task Concepts

Introductions, course purpose, goals and objectives
Understanding the role of self-management in managing tasks
Overview and context of management of tasks
Identifying some reasons for the current focus on managing tasks
Understand how work is accomplished in organizations
Identifying the role of strategic management in the leadership of tasks
Understanding the role of organization type in task management



Day 2: Importance of Planning in Management of Tasks

Integrating a scope, work structure and management plan in assignments
Learning to identify and manage stakeholders
Identifying risk techniques that affect tasks, priorities and deadlines
Understanding how to develop clarity in purpose and objectives in task assignments
Identifying the skills necessary to lead and manage work tasks

Day 3: Setting Priorities and Deadlines in our Time Management

Using the manner we approach work as an initial time management plan
Planning for time management, scheduling and meeting deadlines
Integrating time management into development of priorities
Making the most from meetings, e-mails, interruptions and transition time
Developing a personal plan, with a “to-do” list and priorities
Dealing with time wasters, procrastination and bosses

Day 4: Skills required to Deal with People in our Work Assignments

Identifying skills required to obtain the help of others on tasks
The importance of understanding our ways of working with others
The importance of interpersonal skill in the accomplishment of tasks
Identifying interpersonal work styles of self and other
Understanding task flexibility and versatility in people leadership

Day 5: Personally Managing Tasks to Implement Change 

Learning techniques to use communication for success in tasks
Understand the characteristics of proper communication
Identifying methods to deal with human change patterns
Developing a personal plan to become more effective with self-management
Dealing with some people who struggle with change

 



Registration form on the Conference:
Managing Multiple Tasks, Priorities & Deadlines

Conference code:  CO8023  From:  13 - 17 December 2026  Venue:  Cairo (Egypt) - Holiday Inn & Suites Cairo
Maadi, an IHG Hotel Conference Fees:  4100  € Euro 

Complete & Mail or fax to Global Horizon Training Center (GHTC) at the address given below

Delegate Information

Full Name (Mr / Ms / Dr / Eng): .................................................................................................................................
Position: ....................................................................................................................................................................
Telephone / Mobile: ..................................................................................................................................................
Personal E-Mail: ........................................................................................................................................................
Official E-Mail: ...........................................................................................................................................................

Company Information

Company Name: ........................................................................................................................................................
Address: .....................................................................................................................................................................
City / Country: ............................................................................................................................................................

Person Responsible for Training and Development

Full Name (Mr / Ms / Dr / Eng): .................................................................................................................................
Position: ....................................................................................................................................................................
Telephone / Mobile: ..................................................................................................................................................
Personal E-Mail: ........................................................................................................................................................
Official E-Mail: ...........................................................................................................................................................

Payment Method

  Please find enclosed a cheque made payable to Global Horizon

  Please invoice me

  Please invoice my company

Easy Ways To Register

Telephone:
+201095004484 to

provisionally reserve your
place.

Fax your completed
registration

  form to: +20233379764

E-mail to us :
info@gh4t.com

  or training@gh4t.com

Complete & return the
booking form with cheque

to:Global Horizon
  3 Oudai street, Aldouki,
Giza, Giza Governorate,

Egypt.

Powered by TCPDF (www.tcpdf.org)

http://www.tcpdf.org

