
 
 
 
 
 

Delivery time: 3 hours 

Facilitator: Samantha Biron 

Certified Life Coach, Learning & Design, Motivational Speaker 

Course tuition: $250 +HST 

Language: Can be offered in English or in French 

 

Overview 
With pressure to accomplish more in less time (and an overuse of the word ‘urgent’ ;) Time 
Management has become one of the most popular workshops offered today. This workshop 
has been called ‘a great gift’ to thousands of professionals struggling to balance it all while 
keeping sane. Learn how to take control of your to-do-list, email and priorities. Learn how to 
manage expectations with 3 steps to saying no as well as how to manage micro-managers.   
 
 
 
 
 
 
 

 
 
Outline 
 

 Getting and Staying on Track: This thought-provoking workshop covers the psychology 
or time management as well as every day techniques. With proven techniques out of 
Harvard and Oxford U, you’ll be on you way to a healthier mindset and greater 
productivity! 
 

 Get Organized: Learn to take control of your work environment and establish systems 
that work. 
 

 The Daily Map! Discover a great system that enables you to become more efficient by 
planning and managing both your workload and personal goals. 
 

 E-mail! (a popular favorite): Gain control over e-mail overload and get that crazy inbox 
down to zero – yes, you read right – 0 messages by the end of each day! 
 

BETTER MANAGE YOUR TIME, 
E-MAIL & TO-DO LIST 

‘Time is free, but it’s priceless. 
You can’t own it, but you can use it. 

You can’t keep it, but you can spend it. 
Once you’ve lost it, you can never get it back.” 

  
- Harvey Mackay 

 



(…continued) 

 Writing E-mail: Learn how to craft emails that are concise and complete, how to receive 
a faster response rate and reduce your inbox by 50%!  
 

 Managing Expectations: Learn the 3 steps to saying no as well as the psychology of 
managing the ‘micro-manager’ or controlling types at work and in the home. 
 

 Meetings & Internal Communications: Discover strategies for keeping meetings short 
and on track as well as how to keep everyone in the loop.  
 

 The 5 Levels of Delegation: Discover how your manager views you as well as how you 
may view your team and if there are areas for improvement. 
 

 Procrastination: Learn a simple technique to help you avoid putting things off ...though 
we may put that off to the end. ;) 
 

 

A few Comments about this workshop: 
(We assure you this feedback is real. We just keep your identities confidential) 

 
 

 So much more there than I anticipated, which I am really grateful for. Thank you! 
 

 I was able to get many good ideas to try to incorporate into my day. 
 

 My plan is to put in place the tips she gave us to bring down our e-mail box. This is really 
what I have been looking for but was not sure where to find it! I plan to sit this weekend 
and get my mailbox set up this way. 

 

 I already changed how I organize my inbox and I have had an empty inbox since the 
course last week.  

 I feel more organized and on top of things. Thank you. 
 

 Best training teacher I’ve had in many years. Great delivery, keeping student’s attention. 
 

 Fantastic instructor! Very useful information. 
 

 I think it was a great workshop. Very useful information! I really enjoyed listening to 
personal stories and anecdotes, as well as learning the psychology behind the actions. 
 

 
 

FOR THE NEXT RUN DATE or to REGISTER for this workshop please email: 
connect@samanthabiron.com 


