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Introduction
The Time Management and Organizational Skills course is designed to strengthen managerial productivity,
initiative, accountability, and structured work discipline in environments where deadlines, accuracy,
documentation, regulatory expectations, and follow-up are critical.

For professionals managing financial crime compliance, control reviews, audit assignments, investigation
follow-ups, reporting cycles, or governance-related activities, time management is not only about
completing tasks faster. It is about setting priorities, managing sensitive workloads, maintaining quality
under pressure, and ensuring that key actions are followed through without delays.

This two-day course focuses on practical techniques for managing competing priorities, organizing work
across reviews and deadlines, improving accountability, and taking initiative before issues escalate. It also
highlights the importance of continuous learning through conferences, professional certifications, industry
updates, and structured development plans that support long-term managerial effectiveness.

The content is adapted from the original Time Management and Organizational Skills course brief and
aligned with the required focus on Developing Initiative and Accountability, Time Management, Continuous
Learning, and attending conferences and certifications.

Course Objectives
By the end of this course, participants will be able to:

• Manage time effectively across reviews, investigations, meetings, reporting, and follow-up actions.
• Prioritize work based on urgency, regulatory importance, risk level, deadlines, and business impact.
• Organize complex workloads using structured planning and tracking methods.
• Strengthen accountability for tasks, outcomes, evidence, and management updates.
• Take initiative in identifying issues, raising concerns, and proposing practical actions.
• Reduce delays caused by unclear priorities, weak planning, or incomplete follow-up.
• Improve control over competing demands from stakeholders, committees, regulators, and internal

teams.
• Maintain quality and accuracy during high-pressure or deadline-driven periods.
• Use action logs, trackers, calendars, and review routines to monitor progress.
• Communicate delays, risks, and support needs before they become larger issues.
• Build continuous learning habits linked to regulatory updates, audit practices, and professional

growth.
• Identify relevant conferences, certifications, and learning opportunities that support current and

future responsibilities.



Course Outlines

Day 1: Managerial Time Management, Prioritization, and Accountability

• Understanding time management as a managerial control capability, not only a personal productivity
skill.

• Identifying common time challenges in compliance, control, and audit-related environments.
• Differentiating between urgent tasks, important risk-based work, routine follow-ups, and low-value

activities.
• Prioritizing responsibilities based on regulatory impact, risk exposure, deadlines, evidence

requirements, and stakeholder expectations.
• Organizing daily and weekly work using calendars, trackers, task lists, and review routines.
• Managing reporting deadlines, audit timelines, investigation follow-ups, and committee submissions

without losing accuracy.
• Building accountability through clear ownership, expected outputs, completion criteria, and evidence

standards.
• Reducing procrastination by breaking complex assignments into smaller actions and realistic

milestones.
• Handling competing priorities when several issues, reviews, or stakeholders require attention at the

same time.
• Practical exercise on restructuring a busy managerial workload into a clear priority and follow-up

plan.

Day 2: Initiative, Follow-Through, Continuous Learning, and Professional
Development

• Understanding initiative as the ability to act early, challenge delays, and address issues before
escalation.

• Identifying opportunities to improve review processes, reporting quality, documentation,
communication, and follow-up.

• Taking ownership of issues by defining actions, responsible parties, deadlines, and required
decisions.

• Building follow-through habits that ensure commitments are completed, tracked, and reported
accurately.

• Using action logs to monitor pending items, overdue tasks, management requests, and corrective
actions.

• Communicating delays, risks, dependencies, and support needs in a timely and professional manner.
• Connecting accountability with managerial credibility, team performance, and stronger governance.
• Building a continuous learning mindset through professional reading, knowledge sharing,

conferences, and certifications.
• Selecting development activities that support compliance, audit, risk management, governance,

leadership, and reporting responsibilities.
• Final application on preparing a personal action plan for time management, initiative, accountability,

and continuous learning.



Why Attend This Course: Wins & Losses!
• Improve control over complex managerial workloads and competing priorities.
• Strengthen time management in risk-sensitive and deadline-driven environments.
• Reduce delays caused by unclear planning or weak follow-up.
• Build stronger accountability for tasks, evidence, decisions, and outcomes.
• Improve the ability to take initiative before issues escalate.
• Organize pending actions, corrective actions, and management requests more clearly.
• Improve productivity while maintaining accuracy, quality, and documentation discipline.
• Build better routines for managing meetings, reviews, reports, and follow-ups.
• Strengthen communication around delays, risks, and support needs.
• Support continuous learning through relevant conferences and certifications.
• Improve long-term professional development and managerial capability.
• Create a practical action plan for better organization and sustained performance.

Losses / Challenges

• Important risk-based tasks may be delayed when priorities are unclear.
• Workload pressure may increase when reviews, reports, and follow-ups are not organized properly.
• Accountability may weaken if ownership, expected outputs, and deadlines are not defined.
• Issues may escalate when initiative is not taken early.
• Follow-up may become inconsistent when there is no clear tracking system.
• Reporting quality may decline when time pressure is not managed properly.
• Stakeholders may lose confidence when commitments or updates are missed.
• Continuous learning may be postponed because urgent operational work dominates the schedule.
• Professional growth may slow down when conferences and certifications are not planned.
• Team performance may become reactive instead of structured and controlled.

Conclusion
The Time Management and Organizational Skills course provides a focused two-day framework for
improving managerial productivity, accountability, initiative, and continuous learning.

The first day focuses on managing time, organizing priorities, handling deadlines, and building
accountability around tasks, reviews, evidence, and reporting. The second day moves into initiative-taking,
follow-through discipline, action tracking, and professional development through continuous learning,
conferences, and certifications.

This course helps participants move from reactive workload handling to a more structured and accountable
way of working. It supports better planning, clearer ownership, stronger follow-up, and continuous
capability development.

By the end of the course, participants will be better prepared to manage time effectively, take
initiative, remain accountable for results, and build a continuous learning plan that supports stronger
performance in compliance, control, audit, and governance-related responsibilities.



FAQs

What is time management and why is it important in the workplace?

Time management is the ability to plan, organize, and prioritize tasks to achieve objectives efficiently.
Understanding what time management means is essential in modern organizations because it improves
productivity, reduces delays, enhances accountability, and ensures that critical tasks are completed on time.
This is why time management is important in a workplace, particularly in compliance, audit, governance, and
project-driven environments.

How can professionals improve their time management and organizational skills?

Professionals can strengthen time management and organizational skills by applying structured planning
methods, prioritizing responsibilities, setting realistic deadlines, and using effective time management tools
such as calendars, action logs, task trackers, and review schedules. Learning how to organize your time
effectively helps reduce workload pressure and improves overall performance.

What time management strategies are covered in this course?

The course introduces practical time management strategies and planning and time management
techniques that help participants manage competing priorities, deadlines, meetings, reviews, and follow-up
activities. Participants also learn how to apply time management SMART goals, improve focus, and build
sustainable work habits that support long-term productivity and accountability.

How does time management support project and operational performance?

Effective time and project management ensures that resources, deadlines, and responsibilities are aligned
with organizational objectives. The course explores time management for project management, helping
participants improve coordination, reduce delays, monitor progress, and maintain quality across operational
and project-based activities.

Who should attend a Time Management and Organizational Skills course?

This time management course is ideal for managers, supervisors, auditors, compliance professionals, team
leaders, and anyone responsible for handling multiple priorities and deadlines. It provides practical
guidance on how to improve time management skills, apply effective time management techniques, and
develop stronger organizational capabilities that support professional growth and workplace success.


