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Key Steps to Effective Time & Stress Management 
 

Did you know? 

1. Stress affects one in five of the working population.  

2. It is now the single biggest cause of sickness related absence worldwide.  

3. It costs industry billions each year.  

“Workplace stress is perhaps the most serious problem facing employers as it severely hampers individual, team and 

organisational performance and success.” 

 

"No matter how much time you have wasted in the past, you can still have an entire tomorrow. Success depends upon 

using it wisely by planning and setting priorities." -- Denis Waitley -- 

 
This two-day programme is the first step to distinguishing between what is urgent, important or just a waste of time. You’ll 

discover where all your time goes, what triggers your stress response state and which black holes drain your time, your energy 

and ‘stress you out’.  

 

Time and stress management isn't a luxury. It is vital because it’s a matter of mental and physical survival – stress cripples lives, 

causes illness and costs companies billions each year. Did you know that as many as 70% of doctor’s visits have been linked to 

stress?! And most modern day stresses have certain issues at the root – taking on too much, poor planning, lack of prioritising, 

poor boundaries and inability to deal with an ever-changing world. To cope in this ‘new’ world, we need new skills. 

 

Poor use of time, energy or resources leads to stress and can kill you or at very least rob you of the success and happiness you 

deserve. We can’t avoid stress (as stress doesn’t even really exist – stress is simply our response to what happens to us) and we 

can’t buy back time – once it’s gone, it’s gone forever. But you can harness the power of stress, use time more wisely, plan, 

prioritise and organise effectively, learn to say “NO” and know your own boundaries. You can re-programme yourself using ‘tried 

and tested’ Neuro Linguistic Programming techniques. You can BRING BALANCE BACK and lead a more fulfilled life – on all fronts. 

You can take Key Steps to ‘be the difference that makes the difference’. Join us and we will show you how! Take your power 

back, take control and life a life that matters! 

 

Lesson Outline (2 Day Experiential Workshop) 
 

Realise the Value of Your Time and Overcome Common Time Wasters 

 What is time and the value of your time? 
 What is time management really?   
 Three tough truths about attaining time management 
 Common time wasters and methods of attack 
 Simple time savers and tools to really incorporate them everyday 

 

Beat Stress Before it Beats You 

 What is modern day stress and how does it affect you? 
 How stressed are you right now? Could you be up for a heart attack? 
 What triggers your stress response? 
 How much stress is actually good for you? 
 Build your unique stress management toolbox 
 Apply simple techniques to relax you in a matter of seconds 
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Overcome Three Common Obstacles to Time and Stress Management 

 Attempting too much 
 Perfectionism 
 Procrastination 

 

Answer a tough question: “Are You Addicted to Stress and Urgency?” 

 Urgent or important? Take steps to put first things first 
 Time Management Matrix: Implement 4 levels of task priority 
 Fulfil your needs and achieve work life balance 
 Steps to principle based living 

 

Develop and Harness Your True Potential 

 Realise what you really want and what matters 
 Tools to develop your potential 
 Make modern fourth generation time and stress management principles part of your life 

 

Organise, Prioritise and Plan 

 The power of organising, prioritising and planning – with a difference 
 Manage your “to-do-list” and delegate effectively 
 Don’t fall into the trap of managing your time just to fit more in and live faster 
 Discover the Key Steps to Greatness weekly coaching tool – a practical planner covering six simple steps for 

immediate success – and get rights to reproduce it for yourself for the rest of your life! 
 Stop prioritising your schedule... learn to “Schedule Your Priorities”   
 Break patterns of insanity and learn from living! 
 Save at least four hours a week 

 

Implement Practical Tips to Get Started NOW and Live Your Life 

 Start tapping into your inner peace and figure out what work-life balance really is 
 Become the change you seek in the world and ‘be the difference that makes the difference’ 

 
 
Key Steps is Services SETA accredited (provider no. 2257) and we are a level 2 BEE contributor. We are passionate about 
empowering people to take what they learn out of the ‘classroom’ and really apply it where it matters – in everyday life. Our 
focus is on developing awareness, improving communication, increasing performance, changing behaviour and enhancing 
quality of life and business results. We support others to develop emotionally intelligent behaviour and work and live differently. 
 
Our programmes are rooted in many cognitive behavioural methodologies, scientific practices and structured theories and 
frameworks. These include Neuro-Linguistic Programming (NLP), coaching, dialogue education principles, age-old success tools 
and various psychological and philosophical principles. Extensive research, training techniques, tools, stories, theories, case 
studies, practical exercises (including much peer interaction and team building strategies) are blended to create an experience 
that inspires individuals and teams to take both personal and professional steps to really… 
 

‘be the difference that makes the difference’ 

 
I look forward to empowering and working with your team. If you have any questions, please contact me on +2782 330 1558 or 
sharon@keysteps.co.za. 

 


