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Quick and Easy-to-Implement Techniques for Making Better Use of Your Time, Both On and Off the Job

In today's fast-moving workplace, time has never had greater value--or been in shorter supply. Time Management provides you with the tools and techniques you need to make each minute count. Filled with workplace-tested strategies for either improving upon the systems you currently use or replacing them with methods that are proven to be more efficient and time-saving, this latest book in McGraw-Hill's renowned Briefcase Books series will provide you with:

	Strategies for matching the right time-saving tool to each situation  
	Management techniques for recognizing and eliminating procrastination  
	Methods for working toward team goals while still saying "NO!" to time wasting activities and ideas  


From reduced stress and frustration to increased confidence and fulfillment, the benefits of leading a time-managed life are immense and immediate. Discover how professionals from virtually every industry are getting more accomplished in less time, while lowering their minute-to-minute workloads and anxiety, with Time Management.

Briefcase Books are written specifically for today's busy manager. Each book features eye-catching icons, checklists, and sidebars to guide managers step-by-step through everyday workplace situations. Look for these innovative design features to help you navigate through each page:

[Key Terms icon] Clear definitions of key terms, concepts, and jargon

[Smart Managing icon] Ways to improve time usage for both you and your staff

[Tricks of the Trade icon] How-to hints for sensing and avoiding time wasting commitments

[Mistake proofing icon] Advice for limiting time management miscues and mistakes

[Caution icon] Warning signs for seeing--and heading off--deadline disasters

[For Example icon] Stories and insights from the experiences of others

[Tools icon] Specific methods for improving your time management skills

About the Author

Marc Mancini, Ph.D. is a professor at West Los Angeles College and operates Marc Mancini Seminars and Consulting, the travel industry's largest provider of industry training.
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How to Retire Happy: The 12 Most Important Decisions You Must Make Before You RetireMcGraw-Hill, 2009

	"Want excellent insights on retirement planning from a professional who’s actually experienced retirement himself? You’ll get just that from Stan Hinden’s book, How to Retire Happy, now in its third edition. Stan was a Washington Post financial reporter for 20 years, and after he retired, he wrote the...
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Beginning OpenGL Game Programming, Second EditionCourse Technology PTR, 2009

	Are you a beginning programmer just getting started in 3D graphics programming? If you?re comfortable programming in C++ and have a basic understanding of 3D math concepts, "Beginning OpenGL Game Programming, Second Edition" will get you started programming 3D graphics for games using the OpenGL API. Revised to work with the latest...
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Population, Development, and the Environment: Challenges to Achieving the Sustainable Development Goals in the Asia PacificPalgrave Macmillan, 2019

	This book takes the reader into some of the most intransigent social, economic, and political issues that impact achieving sustainable development in Asia and the Pacific. Through meticulous analysis of the integrated relationships between population, development, and the environment, the chapters in this volume investigate the impacts of...
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Computer Security in the 21st CenturySpringer, 2005
Computer Security in the 21st Century shares some of the emerging important research trends reflected in recent advances in computer security, including: security protocol design, secure peer-to-peer and ad hoc networks, multimedia security, and intrusion detection, defense and measurement.

Highlights include...
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Data Analysis with IBM SPSS Statistics: Implementing data modeling, descriptive statistics and ANOVAPackt Publishing, 2017

	Master data management & analysis techniques with IBM SPSS Statistics 24


	About This Book

	
		Leverage the power of IBM SPSS Statistics to perform efficient statistical analysis of your data
	
		Choose the right statistical technique to analyze different types of data and build efficient...
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Using DrupalO'Reilly, 2012

	
		Take advantage of Drupal’s vast collection of community-contributed modules and discover how they make this web framework unique and valuable. With this guide, you’ll learn how to combine modules in interesting ways (with minimal code-wrangling) to develop several community-driven websites— including a job posting...
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