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TIM E As an 8-year English debate coach, I would
like to advise you on some tips about how to get

management things done in a limited amount of time. I hope

it helps you!

How can we increase our productivity?

Have you ever been in a situation where you first do ""F’jl"*‘“‘
something easy, but not necessarily important after all?
Good time management means being effective as well as iporant, Urgantand
efficient. Not Urgent Important
¢ Important activities have an outcome that leads to us

achieving our goals, whether these are professional or
personal.

e Urgent activities demand immediate attention, and are
usually associated with achieving someone else's goals.
They are often the ones we concentrate on and they
demand attention.

When we know which activities are important and which are

urgent, we can overcome the natural tendency to focus on unimportant urgent activities, so

that we can clear enough time to do what's essential for our success.
| have my To-do List to accomplish my tasks every day. Instead =

of listing every little detail, | try to put each task in a designated My To-do List

guadrant (=section) so that | can prioritize my next move, which - -

will increase productivity. Believe me, you can complete a huge ‘
amount of tasks, more than you imagine : )
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Not Important

pursue your goal
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