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TIME MANAGEMENT & GOAL SETTINGS 
FOR PROFESSIONALS  

24th  JULY 2025 | 9.00AM – 5.00PM | MEF ACADEMY, PJ 

In today’s  fast -paced  and  demanding  work  
environment,  professionals  are  constantly  
juggling  multiple  tasks,  deadlines,  and  
expectations . Without  clear  goals  and  effective  
time  management,  productivity  drops  and  
stress  levels  rise . 

This practical  and  engaging  program  is 
designed  to  equip  participants  with  proven  
techniques  and  tools  to  manage  their  time  
more  effectively  and  set  achievable,  
meaningful  goals . Participants  will  learn  how  
to  prioritize  tasks,  overcome  procrastination,  
stay  focused,  and  align  daily  activities  with  
long -term  objectives .

• Understand  the  principles  of  effective  time  
management  and  goal  setting  

• Identify  personal  time -wasters  and  develop  
strategies  to  overcome  them  

• Apply  prioritization  tools  such  as the  
Eisenhower  Matrix  and  ABC method  

• Set SMART goals  aligned  with  organizational  
or  personal  objectives  

• Plan and  schedule  tasks  more  effectively  
using  daily  and  weekly  planning  techniques  

• Manage  interruptions  and  avoid  
proc rastination  

• Use tools  and  techniques  to  stay  focused,  
organized,  and  motivated  

• Create  an actionable  plan  to  achieve  short -
term  and  long -term  goals  

Learning Outcomes

Who Should Attend

• Executives,  managers,  and  supervisors  
• Professionals  and  team  leaders  managing  

multiple  tasks  or  deadlines  
• Administrative  and  support  staff  
• Project  team  members  
• Anyone  who  wants  to  improve  productivity  

and  achieve  work -life  balance  

RM 1,0 00.00 *
Inclusive of SST per participant 
HRDF Claimable 
Payable to MEF Academy Sdn. Bhd.
 

For more information, please contact: 
Scan to Register

https://forms.office.com/r/sHfMMYAafJ

https://forms.office.com/r/sHfMMYAafJ


Welcome and Ice Breaker (9.00 – 9 .30 ) 

Module 1
The Value of Time 

9.30 –
10.45 

• Why time management matters 
• Understanding time as a limited resource 
• Common time -wasters and productivity 
traps 

Tea Break (10.45 – 11.00) 

Module 2
Time Management Tools & 
Techniques 

11.00 – 
12.30

• The Eisenhower Matrix: Urgent vs 
Important 
• ABC Prioritization Method 
• Time-blocking, Pomodoro Technique and 
scheduling hacks 
• Managing interruptions and multitasking 
myths 

Lunch Break (12.30 – 13.30) 

Module 3
Goal Setting That Works

13.30 – 
15.00

• Why people fail to meet goals 
• The SMART goals framework 
• Aligning personal and professional goals 

Tea Break (15.00 – 15.15) 

Module 4 
Putting It All Together 15.15 – 16.15 

• Weekly planning habits 
• Creating a focused daily routine 
• Overcoming procrastination 
• Managing stress and energy, not just time 

Reflection & Wrap -Up 16.15 – 17.00 
• Key takeaways 
• Sharing of personal action plans 
• Q&A 

Course Structure
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Trainer Profile 
Ms. Chong Wan  Ling is  a  h igh ly e xp e rience d  p rofe ssiona l with  a  rich  b ackground  
sp anning m ore  than  13 ye ars  in  the  h ighe r ed uca t ion  ind ust ry. Passiona te  in  b ot h  
acad em ia  and  b usine ss  d e ve lop m ent , she  is  d ed icat e d  t o  le ve raging he r e xp e rt ise  
t o  m ake  a  p osit ive  im p ac t  on  socie t y b y p rovid ing t op -q ua lit y ed ucat ion  and  
fos t e ring op p ort un it ie s  t o  a ll le a rne rs . 

He r exp e rt ise  e xtend s t o  b usine ss  d e ve lop m en t , whe re  she  has succe ss fu lly 
id en t ified  and  p ursued  op p ortun it ie s  for growth  and  e xp ansion . He r s t ra t egic  
p lan n ing and  co llab orat ive  ap p roach  have  re su lt ed  in  the  e s t ab lishm en t  o f new 
p artne rsh ip s  an d  in it ia t ive  t o  enhance  the  o rgan izat ion ’s  m arke t  p re sence . He r 
e xtensive  exp e rience  a lso  encom p asse s  t ra in ing, whe re  she  has  e xce lled  in  
d e ve lop ing an d  d e live ring im p act fu l t ra in ing p rogram m e s  t a ilo red  t o  t he  un iq ue  
ne e d s  o f d ive rse  aud iences . 

With  a  keen  und e rst and ing of t he  im p ort ance  of con t inuous le a rn ing and  
p rofe ssiona l d e ve lop m en t , Ms . Chong has p layed  a  p ivot a l ro le  in  d e s ign ing and  
im p le m ent ing t ra in ing in it ia t ive s  a im e d  a t  enhancing t he  skills  and  cap ab ilit ie s  o f 
s t aff and  le ad e rs  a like . He r innova t ive  ap p roach  t o  t ra in ing d e live ry ensure s  t hat  
p art ic ip an t s  are  act ive ly e ngage d  and  eq uip p ed  with  p ract ica l skills  t ha t  can  b e  
ap p lied  in  re a l-world  sce narios . 
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