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  Introduction

  

  

  
   
    

  

   Hello, I’m the author of this book. I first want to ask you… Do you know how to maximize your time? Do you know the key general ideas and daily actions to increase your productivity and structure the direction of your career? When it comes to developing a good daily schedule, the goal is to maximize every hour. The main priorities are not to waste your time, while also being efficient, in order to reach your professional/academic goals. Those who chase their objectives strictly through their own personal willingness and initiative often succeed in obtaining rare results. But how is it that some people manage to stand out in their performance amongst so few on our planet?

The goal of this piece is not to be some kind of "evangelizer" of time management, nor to establish the Egyptians as the model of discipline. In fact, my only intention is to discuss some findings made in the past four years – assisting athletes, executives, and other individuals who are determined to achieve better management of their time. Since I see time management as a means to an end, what is discussed here is doing what you need to do quickly, efficiently, and adapting to change. Furthermore, in this case, time management is about understanding the following five steps in particular.
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  Assessing Your Current Time Management Skills

  

  

  
   
    

  

   For a week, you can carry out a time audit to determine where conflicts occur and then make the necessary changes to eliminate unwanted time barriers. In the end, it is important to take stock of what you enjoy doing and what you would prefer not to take part in, and modify your life accordingly for effective time management. This can be very liberating as it puts an end to feeling trapped and resentful. It also forces you to take an honest look at your life and the direction it is going. If you are going through a time in life that is not your own, you had better start making the changes that will lead you in the direction you want to go.

In order to assess your current time management skills effectively, it is important to take note of what activities you want to free up time from. This can be anything from spending too much time watching television to not having enough time to finish important tasks. Poor time management skills can also be a result of not being able to say no. Understanding where your time is being taken will help you become more motivated to learn skills to manage your time better.
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  Setting Priorities and Goals

  

  

  
   
    

  

   When developing your plan, you should also take into consideration any routine acts that happen during any given day. A routine act is a daily action that usually takes less than 15 minutes to get started. This includes making a bed, preparing for work, and brushing teeth (assuming we have developed and maintain proper hygiene). Because these routine acts have almost become second nature, you'll notice that doing any of them takes very little time and effort. You may not even notice yourself using any actionable traits or thought patterns to accomplish your next task (such as brushing your teeth, taking a shower, and getting dressed).
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