10E asy Tipst oH elpY ouG etM oreD onei na D ay

Are yous trugglingt oge te verything youne edt o getdone i na da y completed?

Here are10 easyhi ntst ohe Ip you accomplish yourm osti mportantt asks.

1.

2.

bt

8.

9.

Getor ganized.U se ada ypl anner.U se filef olders.C leanup yourw orkspace.
Clutterw illm akei ti mpossiblef or yout ow orkpr oductively.

When youc oncentrating ona ni mportantpr ojectt ake yourphon eof ft heh ook,
turnof f yourc ellphone , andt urnof f your Interneta ccessi nor dert oa void
distractions.

Commit yourselft ow orkingont hem osti mportantt asksf irsta ndt os ettinga side
thoseof | essi mportance.

Explaint o yourf riendsa ndf amilyt hat youa rebu syw orking anda skt hemt o
respect yourt ime andt ol et youw orka lone. Ifne ededt ellt hema tw hatt ime you
willbe a vailablet os peakw itht hem.

Taket het imet opl an yourda yt heda yb efore.

Taket imef or yourself,t or elaxa ndt or ealizet hati f youa reun ablet o get
everythingdone 1 none d ayt heni ti soka y.

Recognizew hen youne edhe Ip.Y oum ayne edt o askf orhe Ipf roms omeonee Ise
withc ertaint asksa ndt hisi snor mala ndoka y.

Knoww hent os ayno.Y ous houldnot a ndc annotdoi ta I1.R ecognizew hen you
mayn eedt ode clinea no pportunityor a t ask.

Uset echnologyt o youra dvantage. Learnt ous e computers,c ellphone sa ndt he
Internett ohe Ip youa ccomplish yourt asks.

10. Readbooks onor ganizationa ndpl anning.M anyo ft heseof feri nvaluablea dvice.



