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	CLASS LANGUAGE
	English

	FORM 
	Lecture

	COURSE OBJECTIVES 
	- acquire and deepen knowledge of methods and techniques of time management  

- acquiring the ability to formulate goals correctly 

- acquire the competence to plan activities in time

- get to know your attitude towards time 

- ability to manage effectively the work of subordinates and subordinate teams

	COURSE CONTENT

(Division into contact hours and e-learning))


	Content delivered in direct format: 

· Key areas in time management.

· Prioritising and planning your own work and that of your subordinate team.

· Guiding internal feelings and needs.

· Creating habits of personal and professional effectiveness.

· Reviewing how to manage tasks.

· Defining goals.

· Setting goals.

· Time thieves.

· Barriers to effective time management.

· Delegating tasks. 

· Agile project management - techniques to support team effectiveness.

Content implemented in the form of e-learning

	LITERATURE

(compulsory reading)
	· Sutherland Jeff, SCRUM, czyli jak robić dwa razy więcej dwa razy szybciej, Warszawa 2020. 
· Tracy Brian, Zarządzanie czasem, MT Biznes 2015.
· Krejca-Pawski Izabela, Elastyczne zarządzanie czasem, Edgard 2017.

	OPTIONAL LITERATURE (including at least two items in English, either books or articles)
	·  Gawande Atul, Checklist Manifesto, Profile Books Ltd. 2011.
· Knapp Jake, Zeratsky John, Make Time: How to Focus on What Matters Every Day, Bantam Press 2018.
· Pink Daniel H., Kiedy naukowe tajniki doskonałego wyczucia czasu, Studio Emka 2018.
· Allen David, Getting Things Done, czyli sztuka bezstresowej efektywności, Helion 2016.
· Prasołek Łukasz, Zarządzanie czasem pracy przez menedżerów. Planowanie i rozliczanie czasu pracy zespołu, C.H.Beck 2018.

· Holger Woeltje, Lothar Seiwert, Efektywne zarządzanie czasem (ebook), Promise 2016.


