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MANAGING YOUR TIME

Book Condition: New. Publisher/Verlag: Hodder Education | The answers you need. Now. | What&apos;s in this
book? Open this book and you will. - Conquer procrastination - Stay in control - Meet deadlines - Achieve
work/life balance Learn about Time Management: - Set priorities and targets - Organise your workspace - Deal
with e-mail overload - Lessons in saying &apos;No&apos; - Limit interruptions - Tweaking and twiddling - Work
eGiciently with others - Become a Time Lord (or Lady) What are Bullet Guides? The answers you need - now.
Clear and concise guides in a portable format. Information is displayed in an easy-to-read layout with helpful
images and tables. Bullet Guides include all you need to know about a subject in a nutshell. Get right to the
point without wading through loads of unnecessary information. | 1. Be a Time Lord (or lady) 2. Think ahead 3.
Get organised 4. Big jobs and little jobs 5. Filling the interstices 6. Other people&apos;s time 7. Meetings and how
to avoid them 8. The search for perfection 9. Information overload and how to avoid it 10. Play time | Format:
Paperback | Language/Sprache: english | 89 gr | 149x108x11 mm | 128 pp.
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Wo u ld  It  Ki ll  Y o u  to  Sto p  Do in g Th at?              
Book Condition: New. Publisher/Verlag: Little, Brown Book Group | A Modern Guide to
Manners | A laugh-out-loud guide to modern manners by acclaimed humorist, author, and
Vanity Fair columnist Henry Alford. | A few years...
Sav e eBo o k »  

Vio let R o se an d  th e Su rp rise P arty        
Book Condition: New. Publisher/Verlag: Nosy Crow | With activities, 3D press-out models and
over 175 stickers! Plus free games and printables online! | When busy rabbit, Violet Rose,
discovers that her friend Lily has a...
Sav e eBo o k »  

A  Do g o f  Flan d ers:  U n ab rid ged ; In  Easy - to - R ead  Ty p e ( Do v er C h ild ren 's Th riQ                                      
C lassics)
Dover Publications, 2011. Paperback. Book Condition: New. No Jacket. New paperback book
copy of A Dog of Flanders by Ouida (Marie Louise de la Ramee). Unabridged in easy to read
type. Dover Children's Thrift Classic....
Sav e eBo o k »  

It's  J u st a Date:  H o w  to  Get 'em, H o w  to  R ead  'em, an d  H o w  to  R o ck 'em                    
HarperCollins Publishers. Paperback. Book Condition: new. BRAND NEW, It's Just a Date: How
to Get 'em, How to Read 'em, and How to Rock 'em, Greg Behrendt, Amiira Ruotola-Behrendt,
A fabulous new guide to dating...
Sav e eBo o k »  

R ead  Write In c.  P h o n ics:  Y ello w  Set 5  Sto ry b o o k 7 Do  We H av e to  Keep  it?                      
Oxford University Press, United Kingdom, 2016. Paperback. Book Condition: New. Tim
Archbold (illustrator). 211 x 101 mm. Language: N/A. Brand New Book. These engaging
Storybooks provide structured practice for children learning to read the Read...
Sav e eBo o k »  
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