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Goal/QPC. No binding. Book Condition: New. Janet MacCausland (illustrator). Spiral-bound. 192 pages. WORK
LESS BUT ACCOMPLISH MORE Who has enough time today E-mails alone steal so much of it. GOALQPC and
Peggy Duncan, one of the worlds top experts on time management, have teamed up to give you a nuts-and-
bolts pocket guide thats sure to improve your eAectiveness and eAiciency and results are immediate! With The
Time Management Memory Jogger, youll spend less time working but get more done. Respectful of your time,
Peggy bypasses theory in this quick reference guide and gets right to your time management issues, with ideas
for getting organized and creating a useful filing system plus you ll find links to the GOALQPC web site for Word
templates that will help. Also a computer trainer, Peggy incorporates technology tips and tricks that enable you
to get things done six times faster. The books visual cues, examples, design features, and clear, friendly
language make it an easy, enjoyable read and youll want to start changing your habits right away. This pocket
guide can be used alone or to jog your memory about what youve learned from our time management
workshop. The Time Management Memory Jogger will help you make the most of every hour, every day. In the
first week, you will save more time than the time it takes to read the book or your money back! Here is whats
covered. 1. Track your time to see where its going. With a clearer picture of how you are spending your time,
you will pinpoint the areas that need improvement. 2. Organize everything around you. Disorganization causes
you to waste time when you do not have seconds to spare. When you clear the clutter, you will be able to think
more clearly, make better decisions, and...
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