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all praised Time Management: 24 Techniques to Make Each Minute Count at Work (The McGraw-Hill Professional 
Education Series): 
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0 of 0 people found the following review helpful. Three StarsBy Michelle FreemanObvious techniques....as long as 
you don't procrastinate.0 of 0 people found the following review helpful. Five StarsBy Rebecca MyersGreat book and 
shippingThanks0 of 0 people found the following review helpful. Control Your TimeBy Barbara GuterlHelpful read 
with tips and tricks to assist with time management.

MAXIMIZE YOUR PRODUCTIVITY, ENHANCE YOUR MANAGERIAL SKILLS, AND SHARPEN YOUR 
EDGE IN BUSINESS! They say time is money. And thanks to Time Management, you can make every moment more 
valuable, through 24 easily mastered techniques that will instantly increase your workplace efficiency. Through clear, 
concise directions - all informed by real world examples - you'll learn how to match the right timesaving method to 
each situation and avoid ineffective strategies that can actually cost time rather than save it. Deliver more value to your 
organization while enhancing your career by: Learning time-saving strategies you can implement right now o 
Anticipating time-wasting situations o Identifying causes of procrastination o Turning frustration into confidence o 
Training others to perform efficiently o Delegating tasks effectively o Heightening your effectiveness as a manager o 
Increasing your visibility within the organization

About the AuthorDr. Marc Mancini is a successful time management speaker and writer who has appeared on CNN, 
ldquo;Good Morning America,rdquo; and Showtime. 


