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MANAGING YOUR TIME

7 STEPS TO
EFFECTIVELY
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Everyone is overwhelmingly busy these days. So many of us
work from the moment we wake up through to when we go to
bed. And we wonder why we don’t sleep very well!Effective time
management is critical to truly experiencing a balanced life -
and being the best version of ourselves. In the face of so much
to do it is easy to feel overwhelmed. Follow these 7 steps to
managing your time, and feel less overwhelmed.
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Introduction

It seems the greatest challenge of the 2Ist Century is how to manage
time, and more specifically how to manage the conflicting and ever-
increasing demands on it. Less delineation between work and home,
the 24/7 world of mobile devices, and a changing expectation of
standard of living all contribute to how busy we have all become. So
now more than ever it is critical we learn how to effectively manage
our time, and ensure we leave enough for ourselves, our passions and
our families. Follow our tips below.

7 Steps

1.Treat time as finite
2.Don’t procrastinate
3.Focus on the outcome
4.Prioritise

5.Delegate what you can
6.Celebrate your success
7.Put gas in the tank
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