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IT Governance Publishing. Paperback. Book Condition: New. Paperback. 48 pages. Dimensions: 6.3in. x 3.6in. x
0.4in.EAective time-management techniques to revolutionize the way you work! Do you struggle to get
everything done in the time you have available Are you deluged with interruptions to your work flow Do you
find it diAicult to prioritize your tasks and wish you were more organized Today s working environment moves
at a very fast pace and, at times, it can be diAicult to keep up. Expectations are high, and there are so many
things competing for our attention. On top of the workload, we re interrupted by the phone ringing, e-mails
landing in the inbox, people dropping in the oAice and, before we know it, the day has passed and we ve only
achieved half of what we intended to do. If any of this sounds familiar, then this book is for you! Essential Time
Management and Organisation will help you transform the way you work and regain control of your working
day. This clear and concise guide oAers tried and tested techniques for organizing your time and achieving
your goals. Be more productive Drawing on current best practice and personal experience, Sarah Cook shows
you how to: accomplish more in the working day reduce your stress levels by being more organized get things
done eAiciently and eAectively enjoy a reputation as a highly-eAicient member of the team. Improve your
working practices With the help of clear diagrams, checklists and models, this pocket guide will enable you to:
transform your methods of working prioritize your tasks follow the 4D model for dealing with e-mails take full
advantage of your most productive time of day manage interruptions eliminate timewasters delegate
effectively including upwards! Buy this pocket guide and be amazed at how much you can...
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