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Most of usfeel like we need more hoursin the day to get everything done, and that wersquo;re always behind. But
simple time management skillswill reduce your stress and enable you to accomplish more, in less time. We show you


http://f3db.com/pub/links.php?id=B005N16HS0

how to gain control over your time efficiently and effectively. This straightforward, practical book includes techniques
for daily and long term planning and how to work out what to do first. Crucially, we show you how to take control of
your in-box and when itrsquo;s okay to say no. We aso demonstrate the most effective way to reduce manage
meetings, as well as how to make decisions without wasting time. This book will help you gain control of your timein
your work and personal life bull; Manage your emails and phone calls bull; Balance short and long-term priorities bull;
Effectively delegate and manage workload bull; Deal with disruptions in open plan offices

Work smarter not harder From the Inside FlapMore in the SUCCESSFUL series - Customer Service - Finance -
Marketing - Presentations - Sales - Time Management - Websites Written in the SUCCESSFUL way: - Easy to
understand - Find what you want quickly - Solves common problems - Tips, examples and templates - Puts theory into
practiceAbout the AuthorWarren Wint trains people to manage their time more effectively and successfully. He runs
Total Success, atraining provider who has worked with clients including Thames Valley Police and Glaxo Smith
Kline, helping them improve their business outpui.



