
 

Effective Management
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Overview

Time is a form of currency, and the ways you talk about it illustrate its value: people say, “Time is

money,” and “My time was well spent,” or “It’s a waste of time.” Like most professionals, you’ve

probably struggled with managing time effectively. In this course, you will acquire day-to-day time-

management tools that will help you more effectively use your time so you can direct your energy

towards fulfilling your short- and long-term professional and personal goals. Your time is a precious

and limited resource. Too often, you may feel frustrated that there aren’t enough hours in the day to

accomplish everything you hope to do. Effective time managers enjoy the satisfaction of directing their

talents and energy towards productive, goal-centered activities. By identifying improved time

management and organizational skills, you, too, can use your time and energy effectively, focusing

your efforts on the activities that will help you reach your goals.
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FAQ

What if I have to reschedule my class due to conflict?

Ten (10) business days’ notice is required to reschedule a class with no additional fees. Notify
TOPTALENT LEARNING as soon as possible at 469-721-6100 or by written notification to
info@toptalentlearning.com to avoid rescheduling penalties.

How do I enroll for this class?

Please contact our team at 469-721-6100; we will gladly guide you through the online purchasing
process.

What happens once I purchase a class?

You will receive a receipt and an enrollment confirmation sent to the email you submitted at
purchase. Your enrollment email will have instructions on how to access the class. Any additional
questions our team is here to support you. Please call us at 469-721-6100.

What is your late policy?

If a student is 15 minutes late, they risk losing their seat to a standby student. If a student is 30
minutes late or more, they will need to reschedule. A no-show fee will apply. Retakes are enrolled
on a stand-by basis. The student must supply previously issued courseware. Additional fees may
apply.

What happens when I finish my class?

You will receive a ‘Certificate of Completion’ once you complete the class. If you purchased an
exam voucher for the class, a team member from TOPTALENT LEARNING will reach out to discuss
your readiness for the voucher and make arrangements to send it.
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