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DISCLAIMER AND TERMS OF USE AGREEMENT:

(Please Read This Before Using This Report)

This information in this course is for educational and informational purposes only. The content is not presented by a
professional, and therefore the information in this course should not be considered a substitute for professional
advice. Always seek the advice of someone qualified in this field for any questions you may have.

The author and publisher of this course and the accompanying materials have used their best efforts in preparing this
course. The author and publisher make no representation or warranties with respect to the accuracy, applicability,
fitness, or completeness of the contents of this course. The information contained in this course is strictly for
educational purposes. Therefore, if you wish to apply ideas contained in this course, you are taking full responsibility
for your actions.

The author and publisher disclaim any warranties (express or implied), merchantability, or fitness for any particular
purpose. The author and publisher shall in no event be held liable to any party for any direct, indirect, punitive,
special, incidental or other consequential damages arising directly or indirectly from any use of this material, which is
provided “as is”, and without warranties.

As always, the advice of a competent legal, tax, accounting, medical or other professional should be sought. The
author and publisher do not warrant the performance, effectiveness or applicability of any sites listed or linked to in
this course.

All links are for information purposes only and are not warranted for content, accuracy or any other implied or explicit
purpose.

This report is © Copyrighted by Wings Of Success. No part of this may be copied, or changed in any format,
or used in any way other than what is outlined within this course under any circumstances. Violators would
be prosecuted severely.

Click Here To Visit Our Website
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giving you what you want at the click of a mouse y
if you could have ONE Wish today,
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Overcoming Procrastination

L

Success to you
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Have you been trying hard to keep a check on your
anger? Your search ends here!

All you need to do is download our mp3, “Anger”
Once you listen to it, you’ll learn to manage your
flaring temper. More importantly, the calm and relaxed
feeling will return to you again, and you will be able to
handle any situation without your anger interfering!
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Time Is On Your Side

It will help you manage your time well if you know where your time actually gets spent. One very
helpful way of determining your actual usage of time is to track your time. The process here is
like making a schedule, but it works in reverse. Instead of writing things in that you are planning
to do, time logging is a process of writing down the things that you have already done. Doing
this is sort of a get-to-know-yourself exercise because this procedure will highlight many of your

habits that you might selectively ignore currently.

For instance, some people find that every time they plan to do math homework they end up
watching television. Instead of studying for that Psych test, they play Internet poker. Other

people just can't seem to follow their schedule until the week before finals.

Whatever your time habits, time tracking will help you adjust and fine-tune your time
management practices. Having accurate information about your time usage patterns can serve
as another important point of reference for self-monitoring. Following are a few ways to track
your time. Take a moment to do this - it will truly help you open your eyes and take control of

your time.

Time tracking is fairly straightforward. At the end of every hour jot yourself a quick note about
how you actually spent your time for that hour. The note needn't be long - one sentence or less
should suffice. If how you spent your time doesn't match an already planned activity, simply
enter a comment as to what you really did during that time. This way you will be able to review

patterns that emerge in your use of time and make adjustments to improve your productivity.

Some people find it helpful to modify the planning page to facilitate tracking time. The
modifications are easy enough: make two columns on your paper for each day of the week. In
one column, write down the plan you are trying to follow; in the second column, make notes on
what you actually did with your time. The side-by-side comparison is very telling and an

excellent way to figure our where you're not using time in the way you intend.

Another effective way to make changes and get results from your time management strategies

is to summarize your time use by time category such as: sleep, study, work, travel and so on.
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Your Planner Is Your Friend

When you are organized, that will help you achieve your goals in a timely manner. You need to
organize your tasks so you will know what needs to be accomplished and when they need to be

accomplished. No student should be without a daily planner.

You have probably used various kinds of planning tools before, including a daily or weekly
planner, a month-at-a-glance planner, and so on. It is important to keep in mind that the purpose
of scheduling is not to enslave you to your planner, but rather to record your decisions about

when certain things should happen.

Your planner should include your schedule for classes, study time, social events, club meetings,
exercise time, and any other time necessary to achieve your goals. Keep the planner with you
during class and note all assignments along with the due dates of those assignments. Check

them off as you complete them so you know where you are at all times with your projects.

Refer to your planner often - multiple times a day. Make this a regular part of your routine.

When you get up in the morning, look at your planner to see what needs to be done for that day.

If you have an appointment, be sure to include a phone number next to the notation in case you

have to cancel or change times.

Use a highlighter. Color-coding can help differentiate between appointments and assignments.
For example, highlight in blue your classes, yellow for assignments, and green for everything
else. The key here is easy recognition. When you open your planner, you can easily see what
needs to be done.
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Time Management 101

The time you spend on task has some relationship to the quality of work you end up producing.
A good gauge to follow is to perform 2-3 hours of schoolwork outside class for every hour of
class time. Yes, this means for a full-time student with 15-hours of class per week load the

recommendation is to do between 30 and 45 hours of homework each week.

Sure, that's a big jump, especially if you breezed through high school or previous years of
college on less. This estimate simply reflects the time it actually takes to learn effectively. It's
not steadfast and set in stone. If you find yourself really grasping the concepts of a chapter
after a half-hour, feel free to stop. The key here is to set aside this time exclusively for studying.

If you get done earlier than expected - that's a bonus!

Now this number shouldn't mean that you completely forgo time for yourself. It is important to
have some personal time. Even though you may work a part-time job, and doing so isn't
necessarily counter-productive to success at school, you'll need to take some time for yourself

and for recreation each week.

A starting guideline might be something like 10% of your week, or 17 hours. What is more
important than these specific targets is that you spend enough time on school work to ensure
that you're successful and that you spend enough time outside of school to ensure that you

have a healthy balance.

Allow for unanticipated interruptions in your schedule. This means leaving some empty spaces
during the day or in some way being flexible enough to handle interruptions. If the unexpected

does not happen, time is available to do something we were saving until the next day.

Schedule homework early in the day so it is less likely to be crowded out by unexpected events
like meeting an old friend or having a roommate ask for help with one of his classes. Homework
should be a part of each day's schedule. Students who participated in a major study on stress,

reported doing homework as the most frequently used method for reducing stress in their lives.
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I'll Stop Procrastinating Tomorrow

Procrastination is a schedule buster. It's easy to put things off until later, especially when you
dread the task such as writing a term paper. But in college, this is a real problem. If you put off
your assignments or studying for tests, you are only hurting yourself. Procrastinating leads to
stress and anxiety not to mention poor performance. You CAN stop procrastination from

affecting your schoolwork.

It can be difficult to start working. Most of the time, however, not starting seems to be related to
fear of poor results or negative evaluations than it is to the actual difficulty of the work. Aim to
subdivide tasks into small steps and convince yourself that to get started all you need is 10 full
minutes working on a task. Often, the 10 minutes will elapse and you'll be right into the swing of

things, prepared to continue on productively.

Sometimes you just don't feel motivated to do your schoolwork. It might help to realize that for
many people motivation isn't a prerequisite to action...it is a result of it! Try working for a short
time and see if you can "get into it." If your motivation problem seems more substantial, it might
help to realize that when you aren't motivated to do school work, you aren't actually out of

motivation...you're just motivated to do something else.

Make a schedule. Allocate specific times to complete tasks using daily planners. We have a
whole chapter on that in this book. Your planner should always be handy and you should refer
to it often. Once you make your schedule, follow it. Work with a roommate or friend to motivate
each other. Remember always that once the work is done, you will have more time for yourself,

so stick with that schedule.

Make two activity lists: “Things | Like To Do” and “Things | Have To Do”. Mix up activities from
both lists and work on each activity for a short period of time. Alternating between fun and work
helps to maintain motivation and interest. All work and no fun is another schedule buster. You

don't have to be working ALL the time, but you do have to complete what needs to be done.
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Stop The Cramming

Many college students don't dedicate the right amount of time toward maximizing their studying.
As we mentioned before, cramming and pulling “all-nighters” is still a fact of life on most college
campuses. These types of sessions increase stress levels and don't always lead to the best

performances.

Learning how to study can be the best way to manage your time and leave a little left over for

some parties and/or relaxation. Here are some tips to consider:

1. Identify your "Best Time" for Studying: Everyone has high and low periods of attention and
concentration. Are you a "morning person” or a "night person"? Use your power times to study;

use the down times for routines such as laundry and errands.

2. Study Difficult Subjects First: When you are fresh, you can process information more quickly

and save time as a result.

3. Use Distributed Learning and Practice: Study in shorter time blocks with short breaks
between. This keeps you from getting fatigued and "wasting time." This type of studying is

efficient because while you are taking a break, the brain is still processing the information.

4. Make Sure the Surroundings are Conducive to Studying: This will allow you to reduce
distractions which can "waste time." If there are times in the residence halls or your apartment

when you know there will be noise and commotion, use that time for mindless tasks.

5. Make Room for Entertainment and Relaxation: College is more than studying. You need to

have a social life, yet, you need to have a balance in your life.

6. Make Sure you Have Time to Sleep and Eat Properly: Sleep is often an activity (or lack of
activity) that students use as their time management "bank." When they need a few extra hours
for studying or socializing, they withdraw a few hours of sleep. Doing this makes the time they
spend studying less effective because they will need a couple hours of clock time to get an hour

of productive time. This is not a good way to manage yourself in relation to time.
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Time Management: Some ldeas

The very process in which time constructs itself is a mysterious factor. The bone of contention in
the intelligentsia has always been whether it's linear or circulative. But practically speaking, we
hardly realize things before it's time. So what matters to us in this ultra-sophisticated world is

how to ‘manage’ time.

But what is this ‘managing’ for? Obviously to even out the financial problems that cripple our life
in this rapidly changing, and somewhat dangerously enticing, world. Money is a keyword for
freedom and comfort. But to ease off life, we almost lose any deep realization of this “time
factor”. Only solitude catalyses some, reminding us of Nietzsche words, intelligence appears

when you are alone.

Do we have time for this? The management factor hardly gives away anything to be prioritized

that is not related with monetary affairs.

The technical management of time, at its most effective way, owes a great deal to the
Eisenhower method, which poses a difference between importance and urgency. The technique

is if the thing is:

Important and urgent- do it now without thinking of any other things.

Important but not urgent- mark the date in the calendar.

Not important but urgent-send any other to represent that and try to keep you away

as far as possible.

Neither important nor urgent- don’t waste time on it.

This method, which sounds to some extent the Venn diagram, is really very effective to order
out things in a balanced way, and bring out the priorities from an often-confused mind. But
doesn't it sound very restrictive, as if our lives were chained evidently to a mechanical rule?
Let's experience something else, another plan, which gives us a picture, that we always long for

but can never convert.
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Urgent and important- battling you out in the rat race of daily life. Minimize it by

sending, if possible, the delegates.

Not urgent and important- the secret desire to live life at its fullest. It's like a

strategic mode of picture. Maximize it, for the life is here.

Urgent_and not important- the painful loop the unsatisfactory job/ business

provides you, from where it's hard to come out. Shorten that.

Not urgent not important- simply wasting time on gossiping. Watching TV

unnecessarily, or sleeping more and more to escape from any depression. Minimize it!

This method is provided by Steve Coley in his seven habits in “Put First Things First” (habit
three), where he gives prominence to a life spent with joy. This retreat will enhance our physical
strength, increase our self-confidence, give us time to think on the things done, and make us

more decisive. We know that we need to work hard in order to position ourselves in life. But do it

with happiness. Then the life won'’t be felt to have been spent in a hurry.
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Time Management And Lifestyle

Style is an individual factor, strongly dependent on personal preference. We differ greatly in our
ways of adopting things. While some learn by seeing others, some hinge on hearing; there are

also people who need touch in order to get adapted to things.

We are equally different in other ways as well. Some people are neat and clean all throughout
life. Perhaps it is childhood experience or a parental demonstration that he\she has adapted to.
It is this neatness in handwriting, arranging the room, or filing things properly that has become a

matter of pride for the parents for long.

Some are habitually stuck to a ransacking life; something like the picture portrayed in Jerome.
K. Jerome’s “Three Men in a Boat”. They find it always hard to discover the necessary things on
time, take an oath that he/she will change himself/herself, change it for the day, and the next

day forgets it, following the same trodden path again.

On the other hand, there are also those who seem to be organized in the way they think it is.
For them maintaining the neatness prioritizes so much that the urgency is often diluted. They
will bring out a necessary paper from the messy pile-up, but give an equal importance in
arranging those crumbled sheets of papers on that very moment. They feel quite irritating in

seeing anything in disorder.

Organization (or disorganization as it is), thus, is susceptible to change. It varies greatly with the
habit, choice, and mindset one is in. This book, therefore, does not provide “a-style-for-all”
proclamation. It rather highlights different styles and patterns of life and time management. You
will definitely pick those suggestions that suit your personal style. But you need to know one
thing. We are always a learner. Perhaps here you can find some suggestions using which you
can bring about a major transformation in your life. Time management has become a key factor
in this quickly changing world. So, if you think, you are falling short of certain things, eliminating

or changing which will help you a lot, you can, then, have a look at this book.

But before anything, you need to know where you are and what exactly your goal is. You will
only understand then which style you have to accommodate yourself in effecting out a good

time management.
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Time Management Software

You want to follow a right time management? First you need to give yourself time to think which
time management software you want to follow for your computer operations. A good one will
have different features like computer programs, software organizers, to do list which will help

you a lot in sorting out your time management needs.

But it's not only about finding time management software. You have to have a clear knowledge
of its purpose as well. Although the organizer software is mainly intended for business issues,
yet a considerable knowledge of it will show you how you can use them for the personal time
management at home in an effective way. The other one, to do list software is mostly used in

home, yet they can be brought to use for necessary technical issues as well.

Time management software is important because it doesn’t only sort out for you an effective
time-consuming schedule that meets your lifestyle at the fullest, but it also generates an
essential productivity. In enables in the capability in doing things, and reminds you, quite
vibrantly, the things to finish and get eased off from. The popular software organizers have
different features. But decisive about what you need most. Otherwise you will fall in a loophole

of desires for more, and waste in learning about them.

Be careful while inserting to do list software in your computer program. Some of them will
deliver the very basics, which can be replaced by a notebook or a diary. It will be complete
wastage of time and money groping about that. If you feel lazy to write out everything, use
software that inputs your multiple tasks in a single system. A mere click-on is a worth animated

upon.

Thus, try to erase the possibility of chalking things out on a notepad that is often lost in the
bundle of papers; or in your head which is so much crowded with different details that things are
jumbled up, and you often feel life to be unorganized, irritating, and troublesome. Better use
time management software that keeps things in proper order; don't forget to put in intuitive
navigational menus, which lash out any possibility of complication in life. To do list software are
elementary because they provide you an electronic notepad to jot down your work, demanded
time, and erase them from the check box when things are done. At a sophisticated level one
does also see software that ensures a level of priority and an alarm time set up. Organizer

software are different and most updated because they send you a self-reminder through e-mail.
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They also have features like calendar, agendas, address books that will never give you a
chance to miss out on anything you intended.

Have a bit of knowledge about that, and see how you have grown up as a quick learner of doing
the right thing at the right time.
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Time Management: For Work At Home Moms

The recent version of the technologically updated world gives you opportunities to work at home
and earn extra. These things are lucrative because only a small amount of time and a thorough

knowledge of the work can assist one in some necessary financial development.

But to nurture that what you need most is a proper time management. You shouldn’t encroach
or affect your primary and major business for extracting out time. We will provide you some
steps which will solve t5hese sorts of problems and help you out in playing different roles in that

strict schedule you follow.

Maintain a diary:

The first thing you should do is to chalk out things properly in a diary. You make a to-do-list and
accomplish the things that you need most for a specific day. This will help you in doing the right

things in right time and order. You will learn about your extra time.

Double your time or automate processes:

There are some things that can be done while doing other things at the same time; for example,
watching TV while washing clothes, or taking breakfast while doing some work. This

simultaneous process will save time for those things which cannot be automated.

Prioritize the things important:

Do the things first that you need to do. If you are a service holder who is opting for some extra
income, wake up early in the morning, and get you necessary work done before your children
get up. In this way your official importance events will not collide with your familial joy, and you

won't feel exhausted.

Get away with the unnecessary urgency:

Urgency in life is important. But taking everything into the consideration of urgency makes life
burdensome. It is not necessary that you have to meet everyone’s expectation. Bring out an
appropriate time to do certain things (like phone calls or working on behalf of people needlessly)

that can be temporarily overlooked.
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Adjust sleep-time:

This is very important. If you expect to work at home moms, you need to arrange things right.
Focus on your sleep. Chose either to go to bed late or wake up early. If you have children, you
must accept you have to spend a considerable time of day in taking care of them. Thus, work at
a time when they can'’t disturb your concentration. Moreover, recent science says sleeping less
makes us more energetic.

Right judgment is very vital in managing time to work at home moms. You need to see that it
shouldn’t affect you foremost priorities. If you have expectations of more without disturbing the
present sector of importance, make your time schedule according to the priorities. Don't be

controlled by the monstrosity of urgency. Just try to double your time, automate process, write

down your plans for daily work, and use extra time. The joyful result awaits you.
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Time Management Programs

In this world where every person needs to keep up with the fast pace, Time Management has
turned into an indispensable aspect of affair assimilation. The same approach is noticed for
intimate as well as professional dealings. One has to master this if he or she wishes to surpass
others and succeed in his or her professional or even personal life. However a course or
agenda is important such that one can abide by it to master this skill or else Time Management
remains enigmatic. Thus it is necessary to have a good overview of the issue, know it intricately

so as to follow it and comprehend the methods of going about the subject and dealing with it
properly.

The Internet will offer you a wide range of material on this subject matter. Also many
management schools provide courses on sharpening your ability to manage time. Often this

course comes along with the business management degree plan.

Applying for such courses enable the student to get a better hold on the subject matter and also
assists in acquiring the required prowess. Several textbooks are found on this issue and these
have been penned down by management professionals. These books have their individual
perspective on the subject but all of them finally lead to the achievement of the aim which

acquiring the ability to manage time efficiently

There are several Time Management plans available and hence one is often left confused as to
which to opt for. However, the student should always look into the reputation of the institution
and carry out some other study on the issue so as not to be fooled. These courses are generally
quite affordable. For $100 or even a lesser amount, you will get some courses online. It is
advisable to carry out a thorough check on the courses and the institutions before deciding the

plan that fits aptly to your budget as well your career choices.

The main objective of such agenda is to assist the people who require Time Management skills.
Nowadays, most deeds exceed the time that is allotted to them and also the time to assimilate
them. Hence the most important thing that requires to be acquired now is the capacity to

manage time proficiently and at the same time let the finished good be classy.
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Forms Of Time Management And Planning

Most people when questioned about the things they would like to change most about their past,
often come up with a reply that is in some way related to time. Many would want to travel back
in time and alter some critical decisions that changed the course of their lives, while others
would be ready to give anything for the opportunity to re-live those days with people they
cherish and love. Time is the most precious jewel that every individual is naturally bestowed

with. Treat it well and it will take you places, ignore it and it will bury you in no time.

Regrettably, time is not a factor in our control, nor can we change it according to our wishes.
Time, without anyone even noticing, continues to pass, and it is only up to individuals that either
they run along with it and make maximum use of it while they can or simply fall prey to its much

demanding attitude.

I'm sure that all of us during our growing up years have seen a movie or two where the
protagonists are able to indulge in time-travel both ahead and behind. However, this still
remains a fantasy and up till date almost all humanity is enslaved to time. The small percentage

that isn't is the lot that rules the world.

There are many different methods adopted worldwide to manage and plan time well.

A commonly observed strategy to beat time is the frequently seen post-it notes on refrigerators
in almost every next house, reminding the individuals about the important tasks that need
consideration. The new age cell-phone reminders and the digital planners are also gaining wide
acceptance with time. There are specialized computer software programs also available that
help in arrangement of one’s schedule and assessment of activities by the degree of the tasks

importance.

A more social way of going about ones strategy for time management and planning is to enroll
in one of the many specialized schools that teach the individuals by way of seminars or
interactive activities, the techniques and tricks to work around time barriers. They are also an

excellent platform to share ones experiences with others and learn from theirs. Man as we all
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know is considered a social animal, so stitching such a program into people’s social

engagements makes a very effective way to impart knowledge about time management.

Whatever method or technique one may eventually adopt to beat the limitations posed by time
in daily life, one thing that is common and is acceptable by all is that the importance and
recognition of this precious component of our existence is unavoidable. Almost everyone one on
this planet, whether consciously or unconsciously, is in the pursuit of ways and means to

maximize the times availability.

Various time management and planning forms that are available are one such means to assist
us in that pursuit. They do not in any way guarantee that the individual will be 100% in control of
his/her time, but do give an assurance that if practiced regularly and correctly, such time
management and planning forms can take one far ahead of others in productivity levels. Yet
still, no matter what strategy you may adopt, unless you are immensely committed and devoted

to make it work, you will never be able to taste success.

The best way to make the most of time that is available to us is that we must always act quickly.

Time management and planning forms are there just to aid us and make the whole task a wee

bit easier. But it is entirely up to us how we make the full use of them and emerge as winners.
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Time Management Articles On The Internet

The most common and most important thing that binds people in this wide oval world with one
another regardless of their country of origin, age, gender, social and economic status or political
backgrougnd is the need to manage time in the right and most beneficial way and to also be
able to generate maximum value of the time spent . Time management is the most common
major concern for everyone; especially when even the wealthiest cannot buy it no matter how
much money or power they use. Lot of people in earlier days had this misconception that they
would control time but ended up in vain as it's one of the many factors which are not under

human control.

Presently we all live in an Internet age, due to this people are stuck to their computers to obtain
all sorts of information. It will not be surprising to find how best to manage time articles are
being searched on all major search engines. Indeed, management of time has become a major

and a global issue and not finding any information about it is impossible.

Internet is loaded with articles on time management which are not only written by professionals
and agencies which deal and cope with time management programs but have also been written
by people who in their lives at some point of time have experienced and learnt to handle time.
Nothing can be better in learning about strategies of time management than the articles that

speak in volumes about another person's real life experience.

Articles of time management still exist in books and magazines and will always continue to be a
valuable aid. However, since almost all of us are online these days, time management writers
should take the responsibility of writing, real, comprehensive and noteworthy information

regarding time management.

One fact most commonlee pointed out by almost all the articles these days is that time is
something one cannot control, we can only try to utilize it in the best possible manner by making
best use of it and also enjoy it at the same time. Without our interference or intervention, time

will keep moving on and on, whether we're able to cope with it or not.
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Most articles say that there are many ways to manage time. But no single method can be
employed to manage time to achieve maximum benefit as it depends from person to person and
how they evaluated the benefit they would derive by adopting a certain approach for managing

time. Each attempt at managing time and going through the experience is unique.

Search on the Google search engine or Yahoo search engine flash lots of articles that deal with
time management and you just only have to refer them to see what you trying to find. On any
condition don't get carried away with the search, as you may find so many results that you may
feel overwhelmed and which may again leave you stressed out. Take things easy, internet will
not go anywhere and will always be there to fulfill your article needs, so you don't have to be in

a great rush and take prints of all the possible articles available.

In case you want more specific, easy to understand and technical time management articles,
look for Web sites where professionals are there to solve your concerns. Don't waste your time
elsewhere and beside, you'll have most of the information that you need at one place. This way,
you are saved from clicking on many websites unnecessarly and may end up with information
that is basically found in most of the other articles. Time wasting is one of the most identified

stressors around.

In all, how you search through the net and how much information about management of time is
needed. Remember, when you start your search, everything you find on the Net is not 100 %

reliable and accurate. Therefore, if you want the best information to help yourself in a better

way, go for the professional Web sites only, don't spend time with the wrong people who would

not be able to help you in anyway.
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Skills Needed For Time Management

One of the biggest pitfalls for man is the lack of power to perform when managing time. Many a
times we keep complaining that we don’t have enough time to complete and accomplish the
most important tasks and also the ones that matter most. If we look into the matter deeply, we
will realize that it is not that difficult to manage time. All the excuses we give ourselves and
others for not being able to manage time are in fact lame because there are so many programs,

strategies and techniques readily available to manage it.

What all do we require to be able to manage time? Simply put, humility, will and perseverance.

We must straight put this in our heads that we cannot do so many things at one single time.

Many people these days try to do everything at one time, hoping to get more rewards at the
same time but they don’t understand by doing so, they are subjecting themselves to tremendous
stress which is a great loss in the long term. We don’t have to prove to anyone that we are

superheroes, but should do only as much work as is possible and not go beyond.

When we make any plans and are carrying them out, we must have enough perseverance to
ensure that we stick to them and take them through as scheduled. Planning is must for every
work we do, we should list all the things to be done and should plan and execute accordingly.

We should not pile up the work only to stress ourselves later.

We have to realize the worth of time as we are mortals and are here only for a limited period of

time. We must make best use of time without spoiling our health in any way.

Planning starts by listing all the things that matter to us, be it social, personal or our job,
everything should be done properly according to the plan. In this way, we will save on lot of time

since nothing will get wasted.
Time travels continuously and waits for none. So we should take care and equip ourselves with

proper knowledge about its management and if needed learn additional skills to manage it as

well.
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-Setting up a goal

Goal setting is the most important part of time management. It may be done on daily, weekly,
monthly or yearly basis. If there is no goal, you will have no idea where you are heading to or in
which direction you are going. Your time management must always be in conjunction with

advancement towards your goals.

-Learn to delegate

If you have too much work on you, don’t hesitate to seek help from other people. Also, you
should avoid putting yourself into this type of situation in the future and take only as much as
you can finish without getting stress. Help other people only when you can afford the time

otherwise its best for you not to.

-Doing things now
When you have work, do it at the right prescribed time and don’t put it for later, as it will pile up
and add to your stress levels. Also, when you finish your work on time, you don’t have to

procrastinate towards the end and get stressed unnecessarily.

-It's okay to say no

Saying no to something that you have no time to do and also not being rude or hurting the
person is a skill that everyone should learn to avoid unnecessary problems. When asked for a
favor of doing someone else’s work, you may do it only if you have time, but when you are

swamped with things of your own, then it's best for you to say no.

Always remember that effective management of time doesn’t require you to have the knowledge

of a rocket scientist. To manage it properly, you must keep a note of everything well ahead in

advance and go about doing it accordingly.

Be humble to admit that you have limited time and energy and all works are not equally
important to you. So make a priority list of the important things to be done followed by the less
important tasks and so on and so forth. Do justice with the distance of sixty seconds and make
the best use of it. When you really have no time and energy to help others it's in your best

interests to say no.

© Wings Of Success Page 26 of 26




How To Become A Highly Effective Time Manager

What Is Time Management?

Time is the most cherished thing that mankind has. Every second that passes counts and we
hold the complete responsibility to make sure; to use every passing second to our maximum
benefit. People use their time and energy for time management and gather information and tips

in order to effectively manage time.

Managing Time is not all that hard when you look at it at a deeper level. Time can be managed
easily by sorting out things that are important and giving them priority in order of importance .In
this way you would know your direction before making any plans and would not waste time and

energy unnecessarily.

Now to know, what is time management? How to go about managing time and what type of
information is needed to do so. Time management relates to the set principles of a person and
system of decision making based on their conscious about their daily tasks that occupies their

time.

Having set goals is the most important thing in time management and without this it's like

walking blindly in a dark room and trying to locate the door for help.

Time management demands a set schedule that works best for you and in this way you will be
able to prioritize your tasks based on the importance and pressing need to finish them in order

of priority you set for them. In this way you will not waste your time in beating around the bush.

Lot of people are suffering from this common misconception that doing everything at one time
would reap them more rewards .But these people who do multitasking at the same time usually
end up doing less or nothing than what their capabilities are and the results their potential
would have vyielded if only they had planned well ahead of doing the task and managed their

time well.
All of us live in a high paced world today and there are lots of things we get done in a short

span of time where as earlier this was not possible .What we have to look into is ,are we getting

the maximum benefit out of it or is it just finishing a task for the sake of finishing it.
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We often try to tell ourselves that at least something is done instead of celebrating that

something has been done and it has been accomplished well.

The aim of t time management is to teach us feeling a sense of satisfaction after the task has
been done and not merely a task has been completed. So it's important to enjoy what you do

rather than just do without putting your heart into it.

Divide your time equally wile doing your work and do not leave any room for procrastination. Do
not underestimate your ability or over estimate your potential to do a task, observe how much

time is required to finish it in time.

Philosopher's say that man's main aim in this world is to search happiness, so our time
management should also be based on this factor. Ultimately it's the feeling of sense of
fulfillment we are looking for only to make us happy and give us the sense of being after

finishing every task.

We are with very limited time in this world and we have to do every thing at the right time and do

not postpone unnecessary for later if we want a life of fulfilment .It is not possible to do

everything in this life but at least we can do most of it by managing our time the right way and

do justice to the distance of sixty seconds.
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Time Management Tools

Time is one of the precious privileges that has been given by god to human beings. We say
that time is a privilege since we cannot earn it by doing anyting.It is not possible to buy time
from any place or store. Many futuristic movies tell us that many affluent geniuses have
discovered ways to go enter past and future but remember it is only a movie therefore be a

practical person, even the wealthiest person in the world cannot control time.

Therefore a good time management is the only method we can use time in the best possible
manner.You can manage time the best way and make way for the things you like to do. Even if
we are not able to control time, it is possible to use time in such a manner that the greatest

value can be extracted by employing the right tools.

Definitely, we are unable to enjoy all things that time offers us, we do not even have the power
to do each and everything we wish to do.Nevertheless, we can ensure to utilize our time in

such a way to achieve greatest possible from every minute that we have.

Pareto's Principle of time describes that there are few things which can generate 80% of profits
by using just 20% of our strength and efforts , whereas few activities generate only 20% of
profits by using 80% of our strenght and efforts. This basic rule explains us that obviously we
must constantly look for the former. That is, giving first preference to those tasks which can be

completed very soon, and which can also generate the best benefits.

Different tools of time management have worked for various people, according to their
individuality and work style. Most of the students find post-it notes and highlighters helpful for
reminding them their assignments. Where as, some mothers often find that writing a to-do list
and by sticking it to the refrigerator is often helpful. Few people like time management software

because they hate writing down these these things on paper.
No matter what tools are employed for time management , the objective isthe same that is

using time in a better way, in order to do so we must perform mundane things first and avoid

things which are less important, like watching television and wasting time by doing nothing,
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Few tools for time management which have worked successfully for others include to create
plans and archives of the project, to-do lists, project Poster, organizing first-thing-first notes,
time charts, reminder systems, sequence flocharts and setting alarms. There are many different
tools that have been proven very effective. as a matter of fact, you can orient one for yourself.

Anyways, the objective must be consistent.

Naturally, although you have the right tools for management of time, nothing will function
effectively if you do not use them correctly, To make a list is simply that - to make a list. It does
not really do or say anyting. Your will and willingness can only make these lits work.When you
plan your agenda, Make sure you avoid making changes to it. When you say yourself that you
have to finish a report or a paper today, stop using that remote control instantly and turn that
Television set off, start working with the computer. The worst enemy of time management is

procrastination.

Without you none of the time management tools can work effectively. It is you who has to make
things happen. The time does not adjust according to your convenience. Once again, the time
always keeps on going , the only thing we can do to cope with time is to manage it well by

motivating yourself to stick to the things you have planned. Certainly, there might be hurdles in

your path sometimes, but if you have planned well and determined to avoid changes, you will

definitely be able to manage time smoothly and without any problem.

Therefore, will is the most important tool in the management of time. Without the will, you will
not be able to amount any thing no matter what. You make hundreds and thousands of plans
and management tools of time at your disposal. But none of them will work unless you use your

will.
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Tips For Time Management

The best thing that God gave man is time. Everything in this world is run by time, from a puny
thing like one second of time being spent on picking up the pencil to the the most important
speech given by the president informing the world is coming to an end by colliding with mars.
Therefore it is not at all surprising people are working hard to maximize their time by proper

management

Everyone in this world is mortal, and the average life span of humans is also showing decline,
there are so many natural catastrophes happening due to the abuse we caused to the
environment all the time, ever since man landed on planet earth. Maybe this is the reason why
everyone is trying to do everything in a short span of time. The fear to die, unforgiving minutes
running away, decreasing our life span by every minute, hour and day etc has forced us to

become multitaskers.

You should not cause panic to yourself by thinking that you are losing time, if you do proper time
management you can get the benefit of every nanosecond that is passing by without ever
repenting about it. If we know how to make use of whatever time we have got in this world we
will be the most blessed people on earth. Some experts say,we spend 20% time and get 80 %
rewards with the use of time and conversely we may spend 80% of time and get only 20% of
rewards if we do not know the effective time management. Therefore we should stick to
engaging in such kind of activities by utilizing 20 % time and getting 80% rewards and not do

activities where we spend 80% time and get only 20% rewards.

We may not reap all the benefits from every single activity that we do, we should try at least to
get the most of what we do and get good value of time .We should not get tempted by greed,
and try to do everything in a single span of time to reap greater benefits and rewards. This is
only gamble and no rewards will come rushing if we do so.Therefore proper time management

is the key to greater benefits

Following are few tips that might be helpful to you for your time management;
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Tip 1: Say No when Necessary:

Many people take too much of work and are unable to handle in the given span of time .Due to
the overload of work, the get burdened and instead of enjoying their work the y are completing it
only because it has to be done. In times like these when you have no time for yourself and how
can you please anyone else b y doing their work. When you get in similar situation, learn to say
no when it is necessary for you .You can say no very politely without showing any signs of you
not wanting to do the work but are unable to do because of the overload. Always take as much

as you can do. Learn to calculate properly, it will help you in the long run.

Tip 2: Prioritizing:

List down all the work you have to do and place them in the order, the most important ones

being on the top and least at the last of the list. This will save you lot of time.

Tip 3: Evaluation of tasks:

Most of us see our mails, read through them then keep them for a later date to act. For instance,
if you receive some kind of questionnaire from somewhere, you would automatically tend to
keep it for a later date to fill. This is a simple waste of time. When you refer this questionnaire
later, you may have to read through again to get familiar with the whole thing all over again,
again you tend to waste your time here. Therefore, whenever possible just finish your task then

and there only, keeping it for later date means only leaving room for time wastage.

Tip 4: Delegate:

When some things that are to be done do not need your personal attention, then get them done
by someone else. Therefore delegate. Also do not take unnecessary work which other people
want to delegate to you .Do not misunderstand this tip.Delegating your work to others does not
mean in any case that the work you are supposed to do should be given to others and also you

should not help other. You can do all this only when you have finished your important works you

were supposed to do.
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Tip 5: Follow a schedule:

Give appropriate time for each task that you are to do.Truely speaking you can neither say you

have no time or you are too busy to do the tasks you are supposed to do. List down your
important things on top which are to be done .Stick to your schedule religiously. Do what is
important and needs to be done.

If you ever feel that your are burdened with work, sit cool and assess the situation. You can
tackle anything and everything with proper time management.
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Time Management At Work

Employers most of the time desire maximum productivity from their employees. Therefore,
many companies send their staff for time management seminars at least once a year so that
they are able to delegate and segregate better in terms of assigning tasks. These workers are
not sent for these seminars only to increase output or pace but this is done to avoid workers

from feeling exhausted from longtime stress.

Newcomers at work are often the victims of time management as a result of not being well
versed with the job and the environment they are working in. The new comers may fumble in the
beginning and some of them even keep bothering their colleagues who cause them to delay and
hence end up wasting time. This is quite normal everywhere and these people may eventually

get acquainted and develop some kind of system themselves in due course of time.

Inability for proper time management is not only for the newcomers, even the senior most in the
office may be equally bad in their time management as a result of having become bored of the
job and the routine and may have various other reasons for their time wastage .If you happen to

be one of this, then read on this article, it is going to help you manage your time properly

Following are some of the tips for your time management at work

Always keep a list and stand by it:

At the start of your day at office, usually everyone has an idea about what kind of work has to be
carried out throughout the day at office. In case you are not aware of any of the things to be
done in your shift ,find out from your colleagues all the details .Make a list of all the activities
that need to be done in your eight hour shift ,then also list the jobs which were left from the

previous day's shift.
Put them in order of importance, with the most important ones on top and the rest following. You

may want to start with the tough ones first and then cruise through with the rest at the end of

your day at work.
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In this way, you will be up to date with your work and will not be stressed, disgusted etc and will

also enjoy your ride back home.

Evaluation of your tasks

If you are able to do anything right now, do it then and there only, do not postpone it for
tomorrow or some other day, this is a mistake which everyone does.If in case you have
postponed anything for later date, it will take time for you to reorient yourself before you finally
get down to doing it. How much ever is possible, finish your work then and there only.
Depending on how important the work is, for important ones do not leave them for later date, do

right now, and if not then do not bother you with it.

Assign your work to others:

If you are not able to do something give the work to somebody else. You are not the only one in
office. If something can be done by others immediately get it done without any delay and
particularly if there is already too much for you to do. Making copies of files etc can be done by
people like resident messenger or any staff member who is always gabbing on phone etc.

Do not keep saying yes to anything and everything that is handed over to you. If your boss is
giving some work, give him the reason of you already being swamped. Tell him that you are
ready to do the job but also inform him that it can take some time as there are already some

important things that have to be accomplished first. Be polite for sure.

Do not Lose Your Temper:

Do not crib or complain that you are over loaded with work and the number of files on your desk

never seems to decrease, by complaining you will achieve nothing. Simply continue to do your

job. Be fast in doing so, without wasting any time unnecessarily. Getting angry and complaining

will only drain your energy but will also waste your valuable time which you could use rather
doing more productive work than complain. Complaining has never got anything done for

anybody, then why should you do it and waste your time.

You may get tensed to know that there are lots of things to be done during your shilft.Simply

follow the above mentioned suggestions .If we summarize all the above suggestions for
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effective time management at work which is you have to learn to delegate, prioritize the jobs

based on importance, and learning to turn things down.

If you make it clear that you are only a human and not a machine and can do limited things in

limited span of time will not make you a bad employee. This will only prove that time is valuable

for you and you want to come out with the best output with what you have.
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Authentic Happiness Despite The Hard Times

Some say that experience is the best teacher known to man. This may be true some of the time,
but is it not the hardest times of your life that make you a stronger person? The truth is, when
you are in a problematic stage of your life, the experiences that you get then will never leave
your mind. It is also true that the most successful people have had terrible pasts that have
molded them into what they are today. That remains the secret of every successful person you

will meet — try and turn even the defeats into future victories in your life.

They say that every cloud has a silver lining, and it is so true when you consider there could be
a great tomorrow thanks to an ugly yesterday. Authentic happiness is something we all can
work towards if we realize that the ultimate outcomes of our life lie in our own hands. We need
to simply realize that we are in control of our own destiny. We need to realize these things, and
face out every problem in a healthy spirit, knowing there is happiness right behind the ugly

clouds that the problem poses as.

Just as water never ceases to flow whatever you keep in its path, so must we also never cease
to follow our dreams in spite of obstacles in our paths. The joy of success is after all even
greater when we face hurdles and overcome them along the way. It is true that sometimes our
problems seem so big that they are all we can see, and at times like this it is all we can do to
move on in life, hoping to see a ray of light soon, and that is something that does come

eventually. After going through darkness, we know how to appreciate that light even more.

You achieve authentic happiness only when you stand after you have fallen a few times. Just as
an infant falls a few times before he can walk, so do we all, face hurdles when we make
mistakes in life. All we need to do is learn from these mistakes so we do not fall into the same
pit over and over in life. Emerson said that authentic happiness is a feeling that goes beyond the
normal states of human pleasure. It is a state of mind that engulfs the whole human spirit, so
you remain hopeful in spite of seemingly dire consequences not too far away. So, get to
authentic happiness, which should be your ultimate goal in life. Welcome your sorrows and face

your problems, after all they help you make a better tomorrow.

© Wings Of Success Page 37 of 37




How To Become A Highly Effective Time Manager

Personal Time Management Planning

How often do we hear people complain that there are in fact only twenty four hours in a day, so
they cannot do everything that they want to? We humans are well aware that our time is limited
so we try and make the most of whatever time we do have in our hands. Every one of us has
been made with a purpose in this world, and some times the only things that keeps us from
reaching that purpose is a bad time management plan. It doesn't take one to be a very
intelligent person to work out a simple time management plan. What you need to do is to
prioritize those things that are the most important to you in life and get that done first in the day.

Leave the not-so-important for the end, in case you do not have time to attend to them.

The tough part lies in determining those issues that are important for your satisfaction. It has
well been said that one man’s meat is another’s poison, and it is only you who can decide your
own priority list. Family life may be the most important factor on someone’s list while the career
may hold first place on another’s. So it is really a subjective and personal issue. In any case,
your personal time management plan should make sure that you prioritize the issues that are

important to you, even if other people do not consider it important.

A great way to begin managing your time is making a list of all the goals that you want to
achieve in your life. Break up these goals into short term mile stones, and break them down
even further to the amount of work you have to do in a week or even a day, to achieve these
goals. Of course, some short term goals may not be a part of life goals, but that is fine, it only
means you want to work on various aspects of your life, both long and short term. Putting it all
down on paper can do a lot for you. Making a mental note of these things can leave the goals to
be confused by the everyday happenings in your life. When it is down on paper, it makes it that

much easier to stick to your goals.

Do keep in mind that life is unpredictable and so it is ok if you re assign your goals from time to
time. But do not let this hamper your plans. Deal with the changes and shifts as they face them.
If you start believing that nothing you do would be any good since life is unpredictable, that's a
negative attitude you need to lose. We all have limited time to achieve our goals, and let us go
for them as best we can. Do not worry about things beyond your control, but concentrate on

what you can achieve instead.
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Time Management: How To Manage Time Effectively

A successful venture at work does not just mean that you know your job well, or that you
execute your projects efficiently. It also means that you get your work done on schedule and
here is where time management comes in.

When you have a job that keeps you busy, you concentrate so much on what your major
task is that you sometimes miss out on the smaller tasks. To make things worse, your stress
level goes up and you feel totally fagged out at the very thought of managing all this work. You
may have two or three major tasks to complete in a short deadline, and this can literally drive
one insane. To better manage these issues you need to learn to manage your time. Make a list
of the most important tasks at hand, and put them down on paper. Once you do this you get a
clear picture of the tasks you need to attend to first.

Imagine you had to download a huge file for your work, and you also have a meeting to
attend to in five minutes. If you are smart, what you will do is begin the download and then go
for the meeting so that it is done at least in part before you return. This way you avoid time
sitting around waiting for the file to download. That's an example of time management for you.
Similarly, if you were to make presentations at a meeting tomorrow as well as at a meeting
today, you need to work on the latter first right? It doesn’t take one to be a rocket scientist to
figure this out, but just telling your self these things from time to time keeps that frustration at
bay. So there is an order of importance that you need to work with to complete your tasks
efficiently and on schedule.

The time management system is applicable at any given field of work, so do not worry
thinking it may not suit your needs. In any field of work we have assigned goals that we need to
finish in certain time frames. Just get the goals and time frames written on paper, or keep them
in your mind if there are not too many of them to handle. Just start with the most important
bearing time in mind, and you are on your way to better managing your time. Not only will
organizing your work like this help you to work better, you will also get relief from the stress that
bad time management can give you.

Lastly, you have to get used to not putting off things to later. Get the job done first, and

then enjoy the extra free time you have without feelings of guilt that you aren’t working.
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The Definition Of Time Management

Time management is described as the approach or technique engaged by availing of practices
and implements to organize and expend time in an extremely useful way, in order to produce

the utmost value for each second that is expended.

Time management is indispensable whether in the corporate corridors or personal domain. The
reason is that whenever we execute something in our lives, time goes by. Even the apparently
simple action of transferring our eyesight from the computer screen to the person seated close

by already takes up a couple of seconds of our valuable time.

Therefore, many of us attempt to locate ways to spend the time granted to us in the most useful
manner. Successful time management methods generally have the following 3 things
representing their common values - setting goals and management, the drawing up of a
checklist list, and laying down priorities. The meaning of time management covers these three

things.

Even though a few opponents and detractors of programs on time management claim that
devising plans and establishing check lists too, consume time and therefore should not be taken
up. Rather, they state that people should carry on with their daily activities, since life does not
last forever for one to devise plans. However, making a preference list and attempting to find out
the direction in which are lives are going, assists in making sure that we do not fritter away
aimlessly the remaining days of our lives. Certainly, we may take some time drawing up a plan,

yet it is a negligible amount to expend for a lucid and organized life.

The Pareto principle of time management states that we can produce about eighty percent of
value even though we spend just twenty percent of our time doing a particular thing. On the
other hand, there also exists the danger of obtaining just twenty percent from a pursuit on which
we spent eighty percent of our time as well as effort. Now, when we consider this principle,
there is one single thing that strikes our mind - We should look for and decide the order of
importance of the pursuits and undertakings that make available to us eighty percent of benefits

at twenty percent of time spent.

Now, this is not very hard to determine if we adhere to a correct time management program.

Besides, time management enables us to recognize which pursuits and tasks actually count,
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thus generating a sensible life plan and permitting us to prepare an agenda to arrive at a

particular goal or purpose.

Time management’s chief objective is to attain a specific goal. Hence, to make it possible for us
to enjoy the benefits of a program on time management that we attend, we, primarily, should
have an unambiguous goal set down, and ensure it is truly, what we wish to attain. Participating
in any kind of time management strategy actually would not count for anything in case we land

up with something, which we are actually not interested in, finally.

Therefore, to respond to the disapproval against this technique, we must admit that the process
connected with time management takes up a lot of time. However, the catchword here is “takes
up” not squanders. For the reason that the only way a person can squander time is by doing

something, which holds extremely little or absolutely no value. Utilizing some time in order to run
one’s life is certainly not a misuse of time. In fact, it is a good deed done for oneself, since every

person ought to take pleasure in the little time granted to him in this world.

Now, our very own transience is that which induces us to search for better ways to make use of
our time. Can you think of a better way to ensure that we receive the finest that is owed us than

designing a lifetime time plan?
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The Key To A Better Life

What is time management; but being focused on your personal and professional goals. One
concept is the 'Pare to Principle' also called the '80:20 rule'. This rule states 80% of your time is
not managed or is unfocused and it generates only 20% of the desired managed time. Even
though the '80:20' ratio is a random number, this number system will put an emphasis on what

is lost or gained by time management.

Time Management overview by some...

* Scheduling appointments
* Goal setting

* Prioritizing

* Step by step planning

* things to do lists

These are the core basics that should be understood, while developing efficient personal time
management skills; these core basics can also be used in a professional setting as well. But,
there is room for fine tuning these basic skills. The finer essence of each skill can provide you

with an extra reserve to accomplish your prime objective.

The core basics are just the start of what you need for better time management. Other skills are
needed to continue on your journey to a better, well rounded life. Decision making, natural
abilities, such as, emotional intelligence and critical thinking are some fundamentals to personal
growth.

Personal time management affects everything you do. Whether it will make a big impact on
your life or hardly touch it; it counts! Everything you learn, any advice you consider, every new

skill you acquire or tone, will be considered within your time management goal.

The result of good time management will equal out a balanced life style. This is the full aspect

most practitioners never understand and fall short in their efforts.
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Time Management = Results

There are six personal time management areas most seekers wish to improve: physical,

intellectual, social, career, emotional and spiritual.

Let's break it down...

* Physical - physically healthy, stress management and mental stability.

* Intellectual - learning and mental growth.

* Social - personal and intimate relationships and being active in contributing to the
community.

* Career - schooling and expanding knowledge as well as work.

* Emotional - manifesting the proper feelings and desires.

* Spiritual - a personal quest of meaning.

If you are not in the habit of practicing time management, you should first plan the goals you
wish to reach. Then decide on the time line and step by step planning. One of the benefits of a
'things to do list' is to keep you on the right track to accomplish your set goals and to make sure
you don't ignore important aspects of yourself.

Learning Time Management and Improving Your Personal Life.

* Review your goals, both short and long term, often.

* Keep a list within access daily.

* Determine the most necessary task in bringing you one step closer to your goal; plus,
help you maintain balance in your life style.

* Determine your peek time and slow time; these natural cycles can be used to benefit
your progress. Work on your peek time to accomplish steps to your goals. This is when
you are at your sharpest.

* Say "No". Learning this simple word and when to use it is essential. Whether it is to
say 'no' to answering the phone or doing something with or for family and friends. This little

word will keep you  on track.

© Wings Of Success Page 43 of 43




How To Become A Highly Effective Time Manager

* Remember to praise or reward yourself when you've used time management
effectively.

* Delegate items that need doing and involve the people around you; they too will benefit
form your efforts of time management.

*Procrastination is the grave of opportunity. Don't put things off, single mindedly attend
to matters at hand and accomplish your goals.

* A positive attitude is the perfect set up for success; always being realistic in setting
your goals and achieving them.

* To keep your goal plans in perspective it is necessary to keep records or journals to be
able to track your progress.

Following these steps will be a continuous journey in you becoming a well rounded and

respected individual.

Time management is an art and science that will lead you into a better life.

A personal guarantee; once you apply and make a habit of using time management in your life,

the options and solutions to your personal growth will broaden and improve significantly. The

doors of opportunity will open and your choices will be numerous.
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Time Management: Work With Your Time

With the hectic schedules of your life, it may be very difficult to allocate time for each thing that
you wish to do. Almost all of us have a busy office life, so every single minute of leisure, either
spent alone or with loved ones, is a treasure. But there are other simple ways by which you can

derive more of your normal day.

Irrespective of whether you are a businessman or a homemaker, efficient time management will
help in improving your productivity and will provide you with ample time for other activities that

you cherish doing. But some changes are necessarily required for effective time management.

Firstly, you need to keep in mind that there are only 24 hours in a day and by no means can you
increase that. You all must have had bright days in your life where you achieved much more
than what you might have expected to. But by sustaining that efficiency over a long period of

time, it must have made you completely exhausted due to a cramped schedule.

So setting a realistic goal for each day is the need of the hour. You can opt for allocating time
for doing certain given activities. Like, you can opt for working for 10 hours, dedicating 2 hours
for chores, devoting 3 hours to your loved ones, and an hour or two for activities that you enjoy

doing.

As said, though there cannot be an increase in the time that is available at your disposal, you
can very well strive to make the most of it. Identify your strengths and dedicate more time on

those areas where you excel.

Let us consider an example where your company is manufacturing a new car which involves
engine design, technical aspects, and overall efficiency. If you have an eye for technical details
into the making of the car, then you need to spend more time on that rather than looking after
the engine aspect which would make work unproductive. Besides, doing what you are good at

will increase productivity and will make you feel good from inside.

This cannot be achieved overnight, and it will take some time for sure. But if you have realized
where your strength lies, sooner or later, you will achieve your goal. This will also engulf you

with a sense of achievement of doing things that you like to.
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You may very well go one step ahead by allocating certain hours of the day to do a given task. If

you think back on what you are doing, you may as well find out that your productivity is doing a

certain thing is at its peak during a particular hour of the day, so you may do it at that time
regularly.
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Time Management: Reduce Stress

It is very stressful to have a schedule which is irregular, maybe because it leads to a lack of
calm in the mind and involves mental clutter. Here is one way you can use to relieve stress in

case you have been feeling very stressful lately.

There is a lot of your time which is wasted when you have an irregular schedule. Thus, you
should try to make your daily schedule as regular as you can. Yes, there are always things
which suddenly pop up and you have to rush to take care of them, but apart from those
uncertainties, you should try to arrange your life as regularly as possible. This will make you feel
more calm, confident and in control, and will also save time which usually gets eaten up in your

irregular routine

Even if you do not sleep eight hours now, you should plan to sleep for eight hours at night. This
is because people who sleep for eight hours have a longer life expectancy than those you don't.
You will not feel as sleepy and groggy as you do in the mornings now if you follow a particular
schedule of sleeping, say from 11 pm to 7 am. You could keep the last hour for some relaxation

to call yourself. Your body will get into a regular rhythm if you follow a proper schedule.

A lot of people have irregular work schedules and students have irregular class schedules, but it
is possible for them to bring some regularity into their schedules. If a student has different class
timings everyday, he could decide to be in class or studying between 10 am and 3 pm or run

some chores between classes without keeping them for the end of the day.

You could also decide on a certain day of the week to run your errands, appointments and
shopping. Parents or children might have some medical appointments and try to keep them for
that one day of the week. This way you shall be able to save bigger portions of your time to do
other things. If you have to look after elderly parents, you could visit them one day of the week,
spend say from 9 am to 2 pm with them, and if they do not have doctors’ appointments, then

you could go for a movie or shopping.

Having a regular schedule will do a lot to keep your life calm and give you a sense of control.
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Time Management: When To Use Employee Time

Management

If you can manage your time well for any given task that you need to perform, then your
business environment will benefit the most from it. Timely work will invariably increase profits. If
you incorporate time management at workplace, it will improve the employee’s productivity as

well. If every employee manages time well, the organization will ultimately scale new heights.

When to make use of time management for employees?

The ultimate profits of the company has various factors like overhead expenses, employee
productivity and output, total turnover, general costs, and others. By managing time in each
department, efficiency can be achieved. The value for the money paid needs to be realized.
Employees are not good at time management and it's the employer’s duty to make sure that he
imbibes these qualities in them. For this purpose, you are required to constantly keep a check

on what the employees are doing, to point them out areas where they can improvise.

An important way to help your staff

You can provide the employees with training on time management. Instead of arranging for a
meeting on a working day, a seminar can be arranged on other non-working days for employees
to compulsorily attend to learn management of time. This should be an interactive session
where the employees must be given the freedom to point out areas where they feel time is

being wasted, as they know the best about it. Their inputs should be given a top priority.

Is atime schedule really required?

As soon as the problems that relate to wastage of time are fixed up, there is an urgent need to
set a schedule, after consultation with the employees. The schedule will point out time to be
allotted for each task in the whole activity. This will also help you in determining the size of
workforce required. Besides, it will take care of other aspects as well, like the total time to
complete an entire task. However, don't overload the employees with work, and restrict the time

to the working hours.
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Implementing a strategy

After you have looked into how to implement the strategy of time management for employees,

you need to find the right time to implement it. A proper set-up of projects commencing at the
same time daily, and having consistency of such schedules will help employees manage time in
a more effective manner. Once the employees get the nick of such time management, things

will look up for your business. Ultimately, profits will shoot up.

Again, be realistic with what you expect from the employees. Make sure to take care of 2

primary things:

1. Don't push the employees too much into doing things, which will ultimately only reduce
productivity.

2. Don’t compromise on quality for speed of work.

© Wings Of Success Page 49 of 49




How To Become A Highly Effective Time Manager

Time Management: Stop Procrastination

Procrastinating means delaying a work for no apparent reason, and for optimizing productivity
and output, procrastination must be done away with. Often, we are aware of the task to be
performed, and this awareness makes our lives stressful. Rather than doing one task at a time,

a complete activity reduces productivity and delves us away from our goals in life.

Reasons for procrastination

Procrastination is viewed as something that is bad, and psychologists believe that a complicated
psychological problem in the human mind creates it. The result is only one — delaying important
things. Procrastination mainly takes place with difficult tasks, and this is not only on the
professional level, but on the personal level as well. A combination of problems, either jointly or

in isolation, is behind this phenomenon.

1. Procrastination is directly related to disorganization. The latter involves forgetting things,
or having a huge task impossible to be divided into smaller parts. This causes
procrastination.

Fear triggers procrastination. The fear, of whatever kind, must be looked after, instead of
being ignored. The more we shy away from that fear, we will not be able to overcome it.

3. Try adopting a method of perfection. Avoid incomplete work, and do not start a work

unless you are sure to complete it. This will avoid procrastination.

Some steps to get over procrastination

It is necessary to address the reason behind procrastination, without which the problem can just

not be solved. Some steps to avoid procrastination are listed below:

1. An appointment book can be maintained to remind you of things to be done, to avoid
forgetting tasks.
2. A list can be made of all the important tasks that you need to perform in a day.

Prioritizing will only help you achieve it.
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Link the task that you are performing with your overall goal. Keep in mind what you will
gain on the success of the task, and this is likely to keep you involved in your task.

You can inform close persons to you about what you intend to do in a specified time
frame. It will help you stay focused on the goal, and complete it within that time.

A big project can be divided into smaller ones, with a deadline to achieve each one of
them.

Begin with the thing that you hate the most in the task, and time it for say, about 15
minutes each time.

Realize the importance of having accomplished a given task. You have done it! That

should give you enough satisfaction and motivation.

Keep place for fun and offloading activities in your schedule. Check the to-do list at every day-

end which will give you satisfaction of having achieved a goal. Time management is essential

for this purpose. And most importantly, release your goals and relate it with your work. In

today’'s times, being in business is a big achievement on its own so utilize the opportunities

presented to you.
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Time Management: For Financial Advisors

If you could save time from your daily activities, life would be a much better place to live in.
there are hundreds of books offering suggestions on how to manage time, but there’s no time to
think about time. Even if a few people do digest some parts of the book which they think they
can follow in their life, it goes so for just about a few days. This is mainly because learning a

new technique requires time — something which people seldom have!

The books fail to disclose to the readers that the technique of time management as suggested
by them may not be applicable for everybody in the society to follow. Most of them have to
adopt a combination of various strategies to suit their purpose, which is highly dependant on
what task is to be performed and the general habits of the performer. So having a general

awareness of how the system works is very important.

Some important systems for managing time

1. To-Do lists: This is a very common way of managing time. You can take a blank sheet of
paper and chalk out what tasks you need to perform, in order. Most of the times, a big task can
be split into smaller ones and completed individually. This creates satisfaction if the person
succeeds in doing the task within the scheduled time. However, this should not be followed if

your work involves tasks that are not constant.

2. Assign a priority: By order in the last point we didn’t merely mean order of performance, but
order of priority as well. Important tasks should be done first, followed by the less important
ones. But if you have different projects requiring equal amount of attention, then this won't be of

much help.

3. Never postpone: Procrastinating has not helped anyone in the world. If there’s a task that
you need to complete now, then do so. Don’t unnecessarily postpone things for the future. For
those who are involved in a lot of paperwork, they follow the practice of completing one full
paper before proceeding to the next, which makes the task complete. The good aspect here is
that a routine is set to make you disciplined in your work and not to avoid things. But again, for a

nature of work, all requiring equal attention, this method is not suitable to be followed.
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4. Accomplish fearful tasks first: If there is something in your task that you fear the most, try

finishing it at the very outset. This will give you confidence to move on with the rest. This helps

in overcoming fear, but if the power of fear is too strong on an individual, the entire schedule
can be affected.
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Time Management: For New Teachers

A new teacher has a lot on mind before he or she has even begun work. Most people deter from
setting things right at this stage because the very task of getting things organized for the job of
the new teacher seems an impossible thing to achieve. First and foremost a schedule needs to
be got into place. Then the new teacher needs to familiarize himself with the content and
teaching area. He also needs to get to know his students and their parents properly so as to

figure out how to address various problems.

New teachers can merely follow the following checklist to have an idea of the things that he
needs to do:

Putting your tasks in writing solves a lot of problems. The human memory cannot
possibly hold all that he is supposed to do. Putting things down in writing is a very
secure option. Think of all the jobs you need to do. All that you are supposed to
remember, if you simple write it down you will never forget to do those things. This is
because you will constantly be going through the list you have made to tick off the things
that you have already done, and to know what the things you still need to do are. Always
keep this list handy. You might always want to add something on to it later if you
suddenly happen to remember it in the middle of another task.

Now that you have managed to make a list, rearrange the items on the list according to
priority. You may also want to rearrange the items based on chronological order of which
those things must be completed. This will require you to pay careful attention to each
item and assess it. Decide on the tasks that are more important than the others. Make
sure to label important tasks ‘urgent’ so that you do not overlook those. Writing out tasks
in different font sizes or in pens of different colors help you easily organize them. Color
coding always helps.

Dividing all the major tasks your need to complete into smaller and more manageable
chunks always is a good idea. You can set time limit to each of these sub tasks. You will
realize that your job got done with much more ease, and got completed on time without
you even realizing. Concentrate on one job at a time. Do not let one job spill over into

another one. This just upsets the entire schedule and adds to the confusion.
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Time Management: 5 Tips For Home Based Businesses

Time management is one essential criterion that is to be included in your lifestyle if you happen
to have a home based business. There is a problem that generally arises with such business.
Sine you are operating it from the comforts of your home, you never seem to get over the ‘home
sweet home’ syndrome into the ‘work’ mode. The few tips that follow should help to see you

through:

Prioritize: have a clear sense of what jobs are most important and what not-so-
important. You may love your home and may love working around the house, but you
need to keep in mind that you cannot sacrifice business work and duties at the cost of
looking after your house. Here is where you need to fix your priorities. Allot time that you
will use to look after the house, and the time you will give your business. Do the same
for any other activities (like club volunteering) that you maybe involved in.

Delegate: now that you are managing a business from home, there are many jobs that
your were performing earlier that wont be possible for you to perform any longer. Here is
where you need to delegate responsibility for those jobs. Decide on the jobs you will
continue to do and those that you will get done from other members of the family.

Set goals: set your aims carefully. Preferably write them down neatly in the form of a
check list that you can always revisit later to find out what you would like to add, and
also to check whether you are working towards accomplishing those goals or not. Divide
these goals into short term and long term goals. This would give you a clear idea of how
much time you have in hand for each of those.

Be realistic: while setting goals be realistic enough. It is always good to push your limits
to get the best of your potential out, but it is also important not to go overboard with it.
Also be flexible enough so as to accommodate any change of plans or course o action
into your set plan.

Organization: this is the most important thing that you need to go. Get organized! There
are several things that come under this head. For starters, keeping your home and office
clutter-free is half the problem solved. Put things in the right place so that you can find
them easily later and also because you do not have to spend precious house later in
trying to tidy up the place. Keep a calendar with important dates and events marked so
that you don’t forget appointments. Maintain neat files so as to make documentation

easier.
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Time Management: Manage Time Effectively

Time management is a growing concern for people from all walks of life and all age groups
across the world. As more and more people begin to feel the need to effectively utilize their time
in the wake of a huge time mismanagement they live through in their daily lives, here are a few

tips we have to offer:

Schedule: keep a mental check on the things you need to accomplish each day. Wake
up thinking of the things you will need to finish before going to bed that day. Allot a
reasonable time for each duty you need to fulfill. Write it down if you cannot remember.
Make sure to revisit your lost several ties a day to remind you of the work still left to do.
Assessment: making a schedule is easy enough. It is the following of that schedule that
gets tedious. This will not happen if you set realistic goals for your self. Being self-
motivated alone solves the problem. Ask yourself what work is still left to be done. Set
targets for yourself and strive to fulfill them. Also keep a tab of the things that you do but
that do not bear any fruitful result. Instead of simply wasting time over those things you
can include other items in your daily schedule.

Focus: try and do the little things you do daily as accurately as possible. For example,
ripping an envelope open rather than opening it neatly from the sides is not something
you must do. The rationale is that once you start doing these small things well, you will
be more focused on the major things that your day is made up of.

Rest: do not continue to work on something if you feel the concentration waning. The
whole idea is to do your job efficiently irrespective of the time you spend. Therefore, if
you have rested well, you will be able to concentrate on your job better. However, do not
make frequent resting a habit at the cost of your work.

Concentrate: taking short naps between hours of work and study help to concentrate
better. Also follow this simple exercise using your computer to improve concentration. If
you use your keyboard as much as possible if helps your tolerance levels t increase.
Navigate a text using the arrow keys, ‘home’ and ‘end page’ keys. On the web too use
keys like ‘tab’ and ‘enter’ for most of the jobs. These little things go a long way in

improving concentration
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Time Management: Can Make You Rich

‘Time is money’ — it may sound a cliché but it is most appropriate in the context of what we are
talking about. That is to say that by effective time management alone can you achieve all that
you want to in life. There are several people who lag far behind others in life only because they
think they do not have time enough to accomplish all that they have wanted to. On the other
hand there are others who manage to achieve the same goals, and much more, by simply
knowing what to do and when. Therefore, it is needless to say that time and its proper use is
very important. One can never over emphasize the importance of effective time management to

achieve one’s goals.

The following is a quick list of the things you need to keep in mind while managing your time

and drawing up a schedule in order to make the most of the time you have in hand:

Set goals for short periods of time at a time. Do not indulge in drawing up elaborate
plans that you may not be able to complete

Goals must be specific in nature. Merely deciding that ‘1 want my business to succeed’ or
‘I want to be happy in life’ will not do. You need to have specific aims in mind. Tangible
results are always little things that add up to give you over all mental satisfaction

Set goals every day. Keep daily goals, weekly goals, annual goals, and so on. Diving
you goals into short and long term goals helps you to know how much time you have in
hand to finish those tasks

Divide a task into several sub tasks that are easily manageable. Now decide upon the
time you are willing to send behind each sub task. This makes the entire process of
completion of work much simple and makes sure it takes place on time

Make sure to follow your schedule. This may be difficult at first, but one you realize that
the schedule is bearing a result if you persist at it, it will eventually become a habit.

Make sure you complete a task before moving on to the next one. Unfinished jobs have
a bad psychological impact. Completed tasks on the other hand give you a sense of
accomplishment.

Prioritize your jobs in order to determine the amount of time you are willing to give each
of them

Be optimistic in your outlook. Formulate plans with the notion that you are giving it your

best shot.

© Wings Of Success Page 57 of 57




How To Become A Highly Effective Time Manager

Time Management: Stay Motivated

You know that you have to plan all you have to do carefully, have your calendars and diaries,
lists and memos in good order, etc. but do you have enough motivation to make the most of the

time you have? The tips given below might be helpful to you:

Think of the William James quote: "Nothing is so fatiguing as the eternal hanging on of an
uncompleted task." Think how good you feel when you finish doing all the stuff on your to-do

list.

You should try to do the most important or the least attractive thing on your list first and get it out

of the way.

When you find yourself sitting at your desk doing something inane when you know you should
do something important, then don't try to do either, but do something different which you enjoy
doing. You might not have got the important task done, but at least your time wasn't wasted.

You wouldn’t have concentrated on the task anyway given the mood you had been in.

Don’t use any of the free time you get due to better time management to do even more work.
You should use whatever free time you get to do something you enjoy doing but didn’t get time

earlier to do.

When you accomplish something good, then reward yourself. Do not reward yourself for

wasteful work.

If you get bored with the same routine month after month, then make some changes in the

schedule.

When you are working at a particular task, then give it all your attention without thinking about
what else you have to do. You should give you attention to your to-do list only when the current

task is done.

You should make friends with people who are positive and will encourage you to do your work

the best you can and make the most of your time.
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You should fit all the things you like doing within your schedule — fun stuff will always enliven
your mind and make you do the important yet tedious tasks better. Try to schedule the fun

things in after you finish the to-do tasks.

Make some time for just yourself every day. You should always go on holidays and rest enough
to avid burnout.

When you find yourself doing unproductive things again, remind yourself that you will never be

able to get back the time you waste.

Eat healthily and sleep the adequate amount.
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