
 

 

 
During this interactive workshop, women attorneys learn to: 
 
� Invest time in the actions that will produce the best results for 

internal and external clients; 
 
� Establish organizational systems and use existing technology and 

other Firm resources to save time; 
 
� Recognize the difference between urgent and important 

obligations and learn to use time to their greatest advantage;  
 
� Develop the skills to be proactive in a reactive work environment; 

 

� Become aware of their time limits and how to identify what tasks 
they can delegate to others; 

 
� Strategize ways to effectively manage multiple bosses and 

‘manage up’; 
 
� Give themselves permission to focus on the things they value 

most; 
 
� Identify opportunities for work-life integration and strategize ways 

to overcome obstacles to achieving their goals. 

Time Management 
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