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A no-fluff, easy-to-read compilation of the best advice from the top 20 time
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management books. Recommendations cover five areas: Focus, Plan, Organize, Take
Action, and Learn. Short chapters cover the A to Z of time management from finding
out what time means to you to prioritizing, overcoming procrastination, and managing
stress and well being. You can read the book from start to finish or zero in on specific
areas for improvement. The book includes a useful annotated bibliography and bonus
sections on recommended books on being successful and how to buy books for much
less.
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