
UNINA99109727835033211. Record Nr.

Titolo Manage Your Time : How to Work More Effectively

Pubbl/distr/stampa London, : A&C Black, 2010

ISBN 1-4081-2801-2
1-280-36840-3
9786610368402
0-7136-7879-8

Descrizione fisica 1 online resource (99 p.)

Collana Steps to Success

Disciplina 658.4093

Soggetti Labor productivity
Time management
Management
Business & Economics
Management Styles & Communication

Lingua di pubblicazione Inglese

Formato

Edizione [Rev. ed.]

Livello bibliografico

Note generali Description based upon print version of record.

Nota di contenuto

Sommario/riassunto

Cover Page; Title Page; Copyright Page; Table of Contents; How well do
you manage your time?; 1 Organising your time; 2 Avoiding information
overload; 3 Delegating tasks; 4 Managing meetings; 5 Keeping on top
of e-mail; 6 Maintaining a healthy work--life balance; 7 Developing
decision-making skills; Where to find more help
So much work, so little time... Life at work has never been busier, and
it's easy to feel swamped by endless 'to-do' lists, half-written emails,
and a constantly-ringing phone. If you want to take back control of
your desk , prioritise your work and create more time to enjoy yourself,
Manage your time is for you. Now fully revised and updated with a self-
assessment quiz and step-by-step advice, this book will help you to
avoid information overload, know when to throw things away, learn
how to delegate, and get back on top of your inbox. If you want to take
back control of your desk , prioritis
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