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1.Introduction
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In this book, you can read about the importance of time management, find out about techniques for effective time management, and discover practical ways to develop this essential skill. 

When you read this book, you will discover ways to manage your time and your life. Some of these strategies will be familiar to you already. I hope that reading them again will motivate you to try them once more.

––––––––
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Time management, or life management, is one of those ill-defined concepts that seems easy in theory but turns out to be more challenging in practice. 

However, the tips I offer you here, and in my other books, have been useful in enabling me to get stuff done and understand better why I cannot achieve other things!

There may be some you haven’t discovered before. Please put them into practice, because without action on your part your time management won’t improve. However, just a few of these will noticeably improve the way you achieve and get things done.

Like you, I sometimes get things done efficiently and quickly. Other times, I procrastinate and don’t make progress. 

If you have too much to do and not enough time, this book is for you. You’ve read, many times, what to do and been to workshops and lectures to give you the way to do just that - to manage your time and your life more effectively. Yet, you haven’t been able to put those ideas into practice. 

It’s time to try again!
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2. Don’t wait for time to pass you by.

[image: ]




It can be easy to fall into the trap of waiting for the right moment to act. However, time waits for no one. It is constantly moving forward, and, with each passing minute, opportunities come and go. 

Don’t wait for the perfect occasion that may never come. There are benefits from acting and making the most of the present. 

So, do not hesitate, or wait for the stars to align before making a move.  It's essential to take control of your time and not let it slip away. 

Are you one of those people who resists making changes because you have mastered the skill of procrastination? 

Reasons used to delay taking the action you say you want to make, are:


	It's not the right time to make changes.

	I'm not in the right place to do that.

	I haven't got my mind around it yet, so won’t do it.

	I don't know how to start.

	Other people won't like it if I change things.

	
I'm not that sort of person to do  things differently.




Are these your excuses for not doing something? You sound convincing when you tell others what you'd really like to do but stay stuck in your rut. Change these statements from negative to positive. Your perception of what is possible will change. 

Affirmations are part of your roadmap for success.

Go through each excuse and turn it around so it becomes the reason to succeed. 

Here are examples of statements to use for achievement:


	It's the right time to overcome any obstacles.

	I'm in the right place to solve the problems.

	I've got my mind around it to accomplish what I want.

	I know what to do to achieve.

	My life and how I live matters to me.

	I am the person who succeeds.



This is your time to do things. Instead of waiting, clarify your goals and plan your course of action. Whoever you are, there are ways you can achieve what you want. 

You can engage your project with a positive mindset so that you overcome obstacles to move forward with your goals.

Decide what you want and the steps you must take to achieve it. Become aware of your own wish to succeed. Make your changes into a win-win situation for those affected. 

––––––––

[image: ]


​​​​​​​​​​​​​​​



	[image: ]

	 
	[image: ]





[image: ]


3. Learning to manage your time.
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Effective time management is a crucial skill for success in both your personal and professional life. Learning to manage your time efficiently can lead to increased productivity, reduced stress, and a better work-life balance. 

By prioritising tasks, setting goals, and using effective time management, you can improve your daily routines and achieve your objectives.

Whether you are a student, a professional, or someone looking to make the most of your time, mastering the art of time management will bring about positive changes in your life.

Time management isn’t always easy. Perhaps this is because you are used to working long hours, saying ‘yes’ to whatever others ask of you, and forgetting the importance of looking after yourself and your own self-care needs.

If you constantly feel stressed and overwhelmed with how much you attempt to fit into your day, then improving your time management skills will help. 

Just like other aspects of life, managing your time is something you have to learn. It involves a change in your behaviour, and you may find initially that you slip back into your previous habits. 

To absorb and put into practice any new skill, practise the basics. Then do what you’ve learned not just once or twice but repeat your new behaviour at least twenty-one times. Doing this means that the habit changes from something you must think about to something that you will do automatically.

For example, decide that you would have more time if you said ‘no’ more often when people ask you to do them a favour. 
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