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Dates: April 7, 2009 or April 9, 2009 
Location: 
Sacramento, Cal/EPA Building, Training Room 18, 18thh floor
1001 I Street, CA 95814

Time:  9:00 a.m. – 4:00 p.m.
Course Description:  Running out of time? Do you have too many projects and deadlines – and they all have top priority? The time in any given day is one of the few things that is given to us equally. Yet it feels totally different when we are using time in a way we choose for ourselves, than when time seems to loom out of our control. This workshop session provides tools to look at time management as a process of constantly asking what is more important and arranging priorities to reflect each choice.  The second portion of this workshop focuses on taking care of yourself during times of job pressure. While stress cannot be eliminated, we can learn to deal with it effectively to maximize our potential. This module is designed to
enable you to identify the stressors in your life, to understand how these stressors affect you, and to practice effective coping strategies.

Objectives

1) Learn to set effective goals, “SMART” goals, and apply the concept to your personal career goals.

2) Review the difference between urgent and important things, and learn how to isolate and manage the important priorities.

3) Analyze personal organization dilemmas and steps to improve them.

4) Learn how to minimize ineffective procrastination habits.

5) Identify and work to minimize time wasters.

6) Increase your awareness of personal stressors and your reactions to them.

7) Learn ways to manage the stress of change.
8) Develop a personal action plan to better manage time, priorities, and stressful situations.
Managing Time, Stress and Change

A one-day course

Instructor:  Jeanne Hagen-Greene
UC Davis Extension Faculty

Registration Fees: Paid through the Water Board Training Academy
To Register:  Follow the training registration requirements, obtain all required approvals and then register on-line at http://waternet/training.  It is not necessary to submit hard-copy training requests to the Academy office; the online system will provide a registration confirmation.  If you have questions about the registration process, please contact your training liaison.  Questions concerning the class may be addressed to Barbara Andersen at 341.5519 or bandersen@waterboards.ca.gov.  
If you have special accommodation or language needs, please contact Shirley Moreno at (916) 324-7481 or email  smoreno@waterboards.ca.gov at least 5 working days prior to the class.  TTY/DD/Speech to Speech users may dial 7-1-1 for the California Relay Service.







