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Pan Macmillan. Paperback. Book Condition: new. BRAND NEW, E<ective Time Management: How to Save Time
and Spend it Wisely (Revised edition), John Adair, Time is a precious resource, both irreplaceable and
irreversible, yet we o>en fill our days with time-wasting activities and leave ourselves without enough time for
our real priorities. As an e<ective manager, you need to possess strong time management skills in order to
ensure that both you and your team are working as e<iciently and e<ectively as possible and making the most
of every hour of the working day. By first encouraging you to analyze where, how and why you are spending
your time at present and then think about the future, set goals and develop plans, John Adair, Britain's
foremost expert on leadership training, will help you to: Reduce time pressures by ridding yourself of activities
that waste time Learn how to save time by delegating Reallocate your time to achieve your goals/produce
better results E<ective Time Management contains a multitude of indispensable time-saving tips covering every
aspect of the working day, such as meetings, reading, travelling or talking on the phone, which will enable you
to use your time to think more creatively and help you to see time as an ally instead of an enemy.
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Random House USA Inc, United States, 2009. Paperback. Book Condition: New. 2nd. 229 x 185
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101 Way s to  Beat Bo red o m: N F Bro w n  B/3b101 Way s to  Beat Bo red o m: N F Bro w n  B/3b
Pearson Education Limited. Paperback. Book Condition: new. BRAND NEW, 101 Ways to Beat
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Pan Macmillan. Paperback. Book Condition: new. BRAND NEW, Kingfisher Readers: Dinosaur
World (Level 3: Reading Alone with Some Help) (Unabridged), Claire Llewellyn, For the first
time, Kingfisher brings its expertise in beautifully-designed, trusted non-fiction to
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Barbour Publishing, Inc., 2004. Paperback. Book Condition: New. No Jacket. New paperback
book copy of Sarah's New World: The Mayflower Adventure 1620 by Colleen L. Reece. Sisters in
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paperback. Book Condition: New. Ship out in 2 business day, And Fast shipping, Free Tracking
number will be provided a>er the shipment.Paperback. Pub Date :2013-04-01 Pages: 24
Publisher: Popular Science Press How to ensure online
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