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Time is a resource like any other. Using your time effectively can transform your personal productivity and determine 
your level of success. Moreover, it can change your level of job satisfaction and confidence. This book provides a 
practical framework to help anyone manage their time better at work. The principles of good time management are not 
complex, but having the right kind of attitude to the process can make a big difference in your efforts to get on top of 
your work. This book also inspires and shows you how to adopt certain mental attitudes and thinking towards your 
working day and the tasks facing you. 


