
OVERVIEW

This skills programme enables learners to manage their �me and priori�ze tasks in the work 
environment. It provides learners with the ability to create, implement and maintain 
personal, as well as team task lists. It creates a learning pla�orm for the learners to be able 
to adopt a systema�c approach to achieving work objec�ves. 

DURATION

This programme is run over 3 days.

PREREQUISITES

Learners should be competent in Communica�on and Mathema�cal Literacy at NQF 
Level 3.

CONTACT

To enrol your learners or for more informa�on, please contact your Learning Solu�ons 
Consultant on 0861ILEARN or email info@ilearn.co.za
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LEARNING OUTCOMES CREDITS
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• Iden�fy and develop objec�ves.
• Formulate a plan to meet the objec�ves.
• Implement the plan.
• Monitor ac�vi�es.
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Employ a systema�c approach to achieving objec�ves (242822) NQF 4

UNIT STANDARDS

• Create a task list.
• Priori�ze personal and team tasks.
• Use and maintain a diary.
• Implement and maintain a personal and team task list.
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Priori�ze �me and work for self and team (242811) NQF 4
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