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Book Condition: New. Publisher/Verlag: Hodder Education | The
answers you need. Now. | What&apos;s in this book? Open this
book and you will. - Conquer procrastination - Stay in control -
Meet deadlines - Achieve work/life balance Learn about Time
Management: - Set priorities and targets - Organise your
workspace - Deal with e-mail overload - Lessons in saying
&apos;No&apos; - Limit interruptions - Tweaking and twiddling -
Work efficiently with others - Become a Time Lord (or Lady)
What are Bullet Guides? The answers you need - now. Clear and
concise guides in a portable format. Information is displayed in
an easy-to-read layout with helpful images and tables. Bullet
Guides include all you need to know about a subject in a
nutshell. Get right to the point without wading through loads of
unnecessary information. | 1. Be a Time Lord (or lady) 2. Think
ahead 3. Get organised 4. Big jobs and little jobs 5. Filling the
interstices 6. Other people&apos;s time 7. Meetings and how to
avoid them 8. The search for perfection 9. Information overload
and how to avoid it 10. Play time | Format: Paperback |
Language/Sprache: english | 89 gr | 149x108x11 mm | 128...
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Certainly, this is actually the very best job by any author. It really is rally exciting throgh studying time. You may like
how the blogger write this pdf.
-- R udolph Jones MD-- R udolph Jones MD

Completely essential go through ebook. I was able to comprehended almost everything using this created e pdf. You
will not sense monotony at anytime of your time (that's what catalogs are for relating to if you request me).
-- Tim m othy Schulist-- Tim m othy Schulist
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