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About the author


Mac Bride saw his first book published in 1982, and since then he has written something over 120 books on various aspects of programming, computer applications, the Internet, language for house buyers, green issues and other topics. As well as writing, he has edited and typeset books on subjects ranging from marketing through feng shui to postmodernism. Balancing the needs of the job against the demands of being an active father, grandfather, DIY-er and chair of governors, he has learnt a lot about time management – and never fails to find time to relax in the kitchen, or the cinema, or playing with his grandchildren.






Introduction


The basic laws of physics tell you that time is finite and that its progress cannot be stopped or slowed. You cannot manage time. However, you can manage your use of time, and that’s what this little book is all about. (‘Manage how you use your time’ wouldn’t fit on the cover, so we went for the shorter – if inaccurate – ‘Time management’.)


There are four main strands to better use of time:


[image: image]    setting priorities, then allocating time by those priorities


[image: image]    organizing your schedule and your working space


[image: image]    limiting other people’s demands on your time


[image: image]    knowing when to stop work on a job.


I hope that the time you invest in working through this book will yield big dividends in reducing the pressures on your time. And, in the interests of not wasting any more of your time, I’ll stop right there and let you get on with it.
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