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    GETTING THINGS DONE: THE ART OF STRESS-FREE PRODUCTIVITY




    STREAMLINE YOUR WORKLOAD AND BOOST YOUR EFFICIENCY




    Now that we constantly have a wealth of information at our fingertips, it can prove difficult to actually finish tasks. Almost all of us have found ourselves settling down to work, only to be interrupted by a stream of new emails, seemingly endless phone calls or a talkative colleague. Unless you already have an effective organisation system in place, all these elements will result in stress, undermine your productivity and harm your personal wellbeing.




    With this in mind, David Allen has devised a method to help managers and anyone else who feels overwhelmed by an ever-increasing workload to stay afloat at work. This method, known as Getting Things Done, or GTD for short, aims to free up time so that you can focus on the things that really matter and find greater professional fulfilment. It is a clear, simple, reliable organisational framework that helps users to complete their projects without stress by following a series of straightforward steps.
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          Key words:



          

            	
Efficiency: the capacity to obtain the desired or expected result or to reach a previously established objective. In a company, an employee who reaches the objectives that have been set for them can be described as efficient.




            	
Priorities: elements which are considered to be more important than others, and to which more attention should therefore be paid.




            	
Productivity: the relationship between the quantity of product or results obtained and the amount of work invested.




            	
Project management: the processes used to ensure the smooth running of a project.




            	
Stress management: the reduction of the stress resulting from project management through effective organisation to minimise stress-inducing elements.




            	
Time management: a component of project management; planning to achieve various objectives in a given time period.


          


        


      


    


  




  

    CONTEXT




    THE AUTHOR




    David Allen was born on 28 September 1945 and grew up in Shreveport, Louisiana, where he won a state-wide debate competition. He went to university at New College in Sarasota, Florida, where he developed a keen interest in philosophy and intellectual history, before undertaking graduate work in American history at the University of California, Berkeley.




    

      DID YOU KNOW?




      While Allen was at university, he began taking heroin. In 1971, he was committed to a psychiatric institution, where he “made a decision to institute a high state of cooperation with the world again” (Wolf, 2007).


    




    After completing his studies, Allen took on a very varied series of jobs, including magician, karate teacher, waiter, vitamin salesman, landscaper, travel agent, service station manager, restaurant cook and head of a travel agency. Indeed, he claims to have tried his hand at 35 different careers before the age of 35.
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