Uni versitas I ndonesia Library >> eBooks

10 steps to successful time management

Maxey, Cyndi, author
Deskripsi Lengkap: https:/lib.ui.ac.id/detail 71d=20441048& lokasi=lokal

Contents:

- Preface

- Introduction

- Acknolwedgments

- Step one: Forget the myth - being busy isn't being productive
- Step two: Manage your energy; manage your life

- Step three: Be useful and stick to the purpose

- Step four: Maintain clarity and move forward

- Step five: Manage to your advantage

- Step six: Pay attention to your key contacts

- Step seven: Connect and get the most from your time

- Step eight: Understand the forces that affect your use of time and energy
- Step nine: Focus on what is significant

- Step ten: Make time your friend

- Appendix: Capibilities profile and a 90-day plan

- References

- Index

- About the authors


https://lib.ui.ac.id/detail?id=20441048&lokasi=lokal

