Stress & Time
Management
for HR Managers

27 - 28 May

[ ] Live Online Training

@ Fee R12,999

@ Only 16 Seats Available
@ 6 CPD Points from IPM

l:l COURSE OVERVIEW

This fraining programme is unit standard-based and aligned and is an intermediate level (NQF level 5) time and
stress management skills development offering. The programme effectively blends the theory and practice of
time and stress management with practical application tools and techniques. At the conclusion of this
programme, you will be capacitated to plan, schedule, manage and utilize time (by means of effective time
management tools/techniques) and to develop stress coping strategies, in order to improve productivity and
efficiency, as a HR Manager.

Learn how to use the time management cycle in order to successfully plan your time as a HR Manager by
prioritizing your tasks and ensuring that you are able to manage unforeseen crises. Equip yourself with strategic
time management essentials that you will require in order to effectively manage your time and the work of your
manager(s).

Time management includes tools or fechniques for planning and scheduling time, with the aim of increasing
effectiveness and/or efficiency of personal and corporate time use. This programme aims to demonstrate how
one is able to control their time as a HR Manager, with a few very simple techniques. The focus of this training
programme is to develop stress coping and management strategies; build resilience and assertiveness; to apply
the PYRAMID approach and to maintain work-life balance, as a HR Manager.



EI COURSE OUTLINE | DAY ONE |

Specific Outcomes:

Stress Management for HR Managers

Defining stress

o DIAGNOSTIC ACTIVITY: Online Stress levels gauge
e Perception of stress
e Types of stress
o Time
o Anficipatory
o Situational
o Encounter
e Causes of stress, as HR Manager
o Workplace e.qg. Difficult clients
o Personal e.g. Loss/grief
e Applying the Pyramid Approach
e Qutcomes of stress
¢ As aHR Manager, developing stress management/coping strategies
o Individual
o Organizational
e As aHR Manager, building Assertiveness Skills
o Definition
o Characteristics
o Strategies
e Developing resilience skills
e Developing Emotional Intelligence
o Self-regulation/control (i.e. when managing difficult and challenging people and situations)
e Mindfulness training
o CASE STUDY: Whose got the Monkey — Learning to say no
o Work-Life Balance
o Applying the Wheel of Life
e Personal Effectiveness and Lifestyle management — applying the Sharpen the Saw habit
e Employee wellness and —Assistance Programmes
o Counseling
o Therapy

o Financial Management



KICOURSE OUTLINE | DAY TWO |

Specific Outcomes:

Time Management for HR Managers

Understanding time management principles and practice

Understand that the world is a set of related systems and that lack of time management in one
area of the organization willimpact on the performance of others in the organization

As a HR Manager, identify current time management profiles and utilization of time

As a HR Manager, identifying fime wasters — environmental and personal (self-generated)
ldentifying time management problems (counter-productive work practices) and their respective

solutions

As a HR Manager, applying the following fime management tools and techniques:
o Goalsetting
o Time and activity management log/audit
o To-Do list
o Prioritization (A-B-C)
o Scheduling

Practical time management guidelines to improve efficiency and productivity, as a HR Manager
Practicing the "4 Ds" of effective time management
Planning your day as HR Manager — the guidelines, principles, resources and fime frame

Draw up and implement time efficient work plans to carry out department/division work functions

Consolidatory session

Reflective learning and introspection — gap analysis lessons learned
Integration into Stress Management (Life and Work) Plan to enhance personal effectiveness, as HR

Manager

End of Training Programme



Booking Form

#: LM

Stress & Time Management Course | 27 — 28 May | Live Online Training

Please complete this form and return to: info@seven7training.coza & will confirm your booking.

Company Name:

Postal Address:

Country:

VAT Number:

Tel Number:

Cell Number:

Date:

Authorized By:

Position / Signature:

Delegates Details (please use block capitals)

First Name & Last Name(s)

Email Address

Designation | Cell Number

1. Payment Terms On the return of the registration form, full payment is required within 14 working days.
Payment must be received prior to the training start date. Seven7Training reserves the right to refuse entry into
the conference should full payment not have been received prior to this date. Cancellation will be charged under
the term set out below. 2. Cancellations, No shows & Substitutions: Cancellations received in writing more than
21 days prior to the event being held carry a 50% cancellation fee. Should cancellations be received between 21
days and the date of the event, the full training fee is payable and non — refundable. Non-payment or non-
attendance does not constitute cancellation. No show will be charged the full registration fee. Cash alternatives
will not be offered, however, substitutes at no extra charge are welcome. 3. Alterations to advertised package:
Seven7 reserves the right to alter this programme without notice or penalty and in such situations no refunds or
part — refunds or alternative offer will be made. Should Seven7 permanently cancel an event, for any reason
whatsoever; the Client shall be provided a credit of the equivalent amount paid towards the cancelled event. In
the case of a postponed or cancelled event, Seven7 will not be responsible for covering airfare, accommodation,
or other travel cost incurred by Clients. 4. Copyright: All intellectual property rights in the materials distributed
by Seven7 in connection with this event are expressly reserved and any unauthorized duplication, publication or
distribution is prohibited. 5. Program Information indicated in brochure is for indicative purposes only. Final
programme details including daily schedule and topics schedule may vary. Training assessment for SAQA/NQF
points purposes not included as part of training program.

Bank Name: NedBank Limited
Bank Account: Seven7 Training (Pty) Lid
Acc. Type: Business Current Account

Acc. Number: 1192667751
Branch Code: 198765
SWIFT Code: NED SZA JJ
Branch Name: Northgate

O (A)LOCAL
Training Fee 2 (Days) =R 12,999

O (C) INTERNATIONAL FEE
Training Fee 2 (Days) = $ 900

T: 011 568 6033 | C: 071138 8257 | E: info@seven7training.co.za | shawn@seven7training.coza | www.seven7training.co.za
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