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Introduction -- Know where you are going -- Organize your time --
Understand the way you work -- Organize information -- Organize the
way you work with others -- Organize your space -- Organize filing
systems -- Use technology to assist -- Organize yourself at home and
away -- Keep up the good work.

Helps readers develop effective organizational skills to improve the way
they work. It contains tips on seeing through complex problems,
building positive workplace habits, avoiding information overload,
overcoming distractions and interruptions, organizing work space and
filing systems, making effective use of technology, and coping with the
challenges of working from home.



