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Terms and Conditions 

LEGAL NOTICE 
 
The Publisher has strived to be as accurate and complete as possible in the 
creation of this report, notwithstanding the fact that he does not warrant or 
represent at any time that the contents within are accurate due to the rapidly 
changing nature of the Internet. 
 
While all attempts have been made to verify information provided in this 
publication, the Publisher assumes no responsibility for errors, omissions, or 
contrary interpretation of the subject matter herein. Any perceived slights of 
specific persons, peoples, or organizations are unintentional. 
 
In practical advice books, like anything else in life, there are no guarantees of 
income made. Readers are cautioned to reply on their own judgment about their 
individual circumstances to act accordingly. 
 
This book is not intended for use as a source of legal, business, accounting or 
financial advice. All readers are advised to seek services of competent 
professionals in legal, business, accounting and finance fields. 
 
You are encouraged to print this book for easy reading. 
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Introduction 
 

Our time is crucial to us, and for those of us who would like to work on 
ourselves, create a better life for our families, assist others, and so forth we have 
more and more items on our to do list day-to-day. And even the more efficient 
individual will find that you will be able to never finish. There will always be 

something else that you had better do. 
 

Productivity Plus! 
How to maximize your efficiency to achieve more with less 

time!
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Learning Effective Time Management 
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Summary 

 

Personal time management skills are crucial skills for effective individuals. 
Individuals who practice these strategies routinely are the highest achievers in 
all walks of life, from business to sport to community service. If you utilize these 
skills well, then you'll be able to function exceptionally well, even under acute 

pressure. 

What's more, as you master these skills, you'll discover that you take charge of 
your workload, and say adios to the often intense stress of work overload.
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Time Skills 
 

 
At the core of time management is an crucial shift in direction: 
 
Center on results, not on being busy 
 
Many individuals spend their days in a fury of activity, but accomplish very little, 
as they're not concentrating their effort on the affairs that matter the most.  
 
To begin managing time effectively, you require goal setting. When you 
understand where you're going, you are able to then work out what precisely 
needs to be done, in what order. Without suitable goal setting, you'll fool away 
your time on a disarray of conflicting precedences. 
 
Individuals tend to disregard goal setting as it requires time and effort. What they 
neglect to consider is that a little time and effort injected now saves an 
tremendous amount of time, effort and thwarting in the future.  
 
 Prioritizing what needs to be done is particularly crucial. Without it, you might 
work very hard, but you won’t be accomplishing the results you want as what 
you're working on isn't of strategical importance. 
 
Many individuals have a “to-do” list of some form. The issue with many of these 
lists is they're just a accumulation of things that need to get done. There's no 
rhyme or reason to the list and, because of this, the work they accomplish is just 
as unstructured. To work with efficiency you need to work at the most crucial, 
highest value tasks. This way you won’t get caught clambering to get something 
vital done as the deadline comes near.  
 
Having a plan and recognizing how to prioritize it is one affair. The succeeding 
issue is recognizing what to do to minimise the disruptions you face during your 
day. It's widely known that managers get very little continuous time to work at 
their priority tasks. There are calls, data requests, queries from employees, and a 
whole host of issues that pop up out of the blue. Some do need to be addressed 
straightaway, but others need to be handled. 
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“I’ll get to it afterwards” has led to the ruin of many a good employee. After too 
many “laters” the work stacks up so high that any job seems unsurmountable. 
Procrastination is as enticing as it is lethal. The best way to beat it is to 
acknowledge that you do dillydally. Then you need to work out why. Perhaps 
you're afraid of bombing? When you know why you procrastinate then you are 
able to plan to get out of the habit. Reinforce yourself for getting jobs completed, 
and remind yourself on a regular basis of the ugly effects of not doing those 
tedious tasks! 
 
Much of time management boils down to effective scheduling of your time. When 
you recognize what your goals and precedences are, you then need to understand 
how to go about making a schedule that keeps you on track, and protects you 
from tension. 
 
This means comprehending the factors that bear upon the time you have useable 
for work. You not only have to schedule priority jobs, you have to leave room for 
disruptions, and time for those unforeseen events that otherwise bring bedlam to 
your schedule. By producing a rich schedule that reflects your precedences and 
well as backs up your personal goals, you've a victorious combination: One that 
will let you control your time and keep your life in equilibrium.
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Chapter 2: 
Goal Setting Techniques 
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Summary 

 
If you prefer to succeed, you need to set goals. Without goals you miss focus and 
direction. Goal setting not only lets you take charge of your life's direction; it 

likewise supplies you a benchmark for regulating whether you're really 
succeeding. Consider it: Having a million bucks in the bank is only proof of 

success if among your goals is to accumulate wealth. If your goal is to exercise 
acts of brotherly love, then keeping the income for yourself is abruptly different 

than how you would specify success. 
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Goal Setting Tricks 
 

To achieve your goals, you need to know how to set them. You can not merely say, 
"I wish." and expect it to happen. Goal setting is a procedure that begins with 
deliberate consideration of what you want to accomplish, and ends with a lot of 
hard work to really do it. In between there are a few very well outlined steps that 
go past the particulars of each goal. Recognizing these steps will let you devise 
goals that you are able to achieve. 
 
As you set goals for yourself, it's crucial that they propel you: This means making 
a point that it is something that's significant to you and there's value in 
accomplishing it. If you've little concern in the final result, or it's irrelevant given 
the bigger picture, then the probabilities of you putting in the work to make it 
happen are low. Motivation is keystone to accomplishing goals. 
 
The physical act of putting down or writing a goal makes it actual and tangible. 
You've no self-justification for forgetting about it. As you compose, utilize the 
word "will" rather than "want to" or "may". For instance, "I will increase my 
revenue by 10% this year." Not, "I would like to increase my revenue by 10% this 
year." The first goal statement has mightiness and you can "see" yourself 
increasing revenue, the second lacks passion and gives you an out if you get 
sidetracked. 
 
Making an action plan is often neglected in the procedure of goal setting. You get 
so centered on the result that you forget to plan all of the steps that are required 
along the way. By writing up the individual steps, and then crossing each one off 
as you finish it, you'll recognize that you're making progress toward your 
elemental goal. This is particularly crucial if your goal is large and demanding, or 
long-run.  
 
Remember, goal setting is an “in progress" process not just a means to a finish. 
Establish reminders to keep you on track and think to review your goals 
unceasingly. Your end goal might remain quite similar over the long-run but the 
action plan you set for yourself along the way can alter significantly. Make certain 
the relevance, value, and necessity stay high. 
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Goal setting is much more than merely saying you wish something to happen. 
Unless you distinctly specify precisely what you want and comprehend why you 
want it the first place, your likelihood of success are substantially reduced. By 
following these rules you are able to set goals confidently and savor the 
satisfaction that comes along with knowing you accomplished what you set out to 
do. What will you resolve to achieve toady? 
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Chapter 3: 
On The Path To Correct Prioritization 
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Summary 

 
Prioritization is the requisite skill you need to make the very best use of your 

efforts, and those around you. 
It's especially crucial when time is fixed and demands are seemingly 

inexhaustible. It helps you to spend your time wisely, freeing people up from 
more insignificant tasks that can be served later. 

 
With beneficial prioritization you are able to bring order to bedlam, massively 
cut stress, and move onward with success. Without it, you'll stagger around, 

drowning in competing needs. 
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Putting Things In Order 
 

At a simple level, you are able to prioritize based on time restraints, on the 
possible profitability or advantage of the task you are facing, or on the pressure 
level you're under to complete a task: 
 

• Prioritization established on project value or profitableness is likely the 
most commonly-used and intellectual basis for prioritization. Whether this 
is established on a subjective hypothesis at value or a advanced financial 
valuation, it oftentimes gives the most effective outcomes. 

 

• Time restraints are crucial where others are depending upon you to 
complete a project, and especially where this undertaking is on the vital 
path of a significant project. Here, a little amount of your own sweat can 
go a very long way. 

 
 

• And it's an audacious (and possibly foolish) individual who holds out on 
his or an upper level pressure to finish a chore, when that pressure is fair 
and legitimate. 

 
 
Begin by writing down all of the undertakings that you need to get done, and if 
they're big, break them down into their component part factors. If these still 
appear big, break them down once more. Do this till you have named everything 
that you have to accomplish, and till jobs  will take no more than one to two hours 
to get done. This might be a big and daunting list, but our next step gets in there 
and makes it manageable! 
 
Following, work through these tasks apportioning priorities from A (very crucial, 
or very pressing) to F (insignificant, or not at all pressing). If too many jobs have 
a high precedence, work through the list once more and bump the more 
insignificant ones. Once you have done this, re-script the list in priority order. 
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You'll then have a accurate plan that you are able to utilize to do away with the 
troubles you face. You'll be able to take on these in order of importance or 
urgency. This allows for you to separate crucial jobs from the numerous time-
consuming piddling ones! 
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