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Why Time Management
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To save Time

To reduce stress

To function effectively

To increase work output

To have more control over Job Responsibilities

To help prioritizing

To get more task done in less time

To get More Quality work

To make disciplined

To make sure the promised delivery
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Busy VS Productive
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Busy People Productive People

Having more priorities Have a few priorities

Respond “YES” very fast Think twice before “YES”

Keeping all door opens Having all door closed

Talk about they are “BUSY” Letting the result to speak

Multitasker Concentrate on important goal

Ask for advice Take real action
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To Do List
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Schedule 
the Task

Do It Now

Do It 
Later

Delegate 
the Task

Im
p

o
rt

an
ce

Urgency

High

Low

HighLow
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To Do List
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To Do Example Sheet
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How to make a To Do List
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To Do Mistakes
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Break, Set, Avoid, Perform
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Break Break your task into smaller task

Set Set Time for each smaller task

Avoid Avoid all Interruptions

Perform Perform One task at a time
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Prioritizing Time
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Prioritizing “Need vs Outcome”
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Work Task Details Cost
Need 

Priority
Outcome or Why

Footbath Preparation 6000

Handbath Preperation 6000

Hand Wash Basin 
Installation

16000

Gate Repairing for MM 
Store

13000

Prioritizing “Need vs Outcome”
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Prioritizing Need vs Outcome

11[Ameera Consultancy] (https://ameeraconsultancy.com/)

Work Task Details Cost
Need 

Priority
Outcome or Why

Footbath Preparation 6000 High

Handbath Preperation 6000 High

Hand Wash Basin 
Installation

16000 High

Gate Repairing for MM 
Store

13000 High

Prioritizing “Need vs Outcome”
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Prioritizing Need vs Outcome
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Work Task Details Cost
Need 

Priority
Outcome or Why

Footbath Preparation 6000 High
Audit Purpose, Beautification. 

Next year cycle.

Handbath Preperation 6000 High

Hand Wash Basin 
Installation

16000 High

Gate Repairing for MM 
Store

13000 High

Prioritizing “Need vs Outcome”
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Prioritizing Need vs Outcome
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Work Task Details Cost
Need 

Priority
Outcome or Why

Footbath Preparation 6000 High
Audit Purpose, Beautification. 

Next year cycle.

Handbath Preperation 6000 High
Audit Purpose, Beautification. 

Next year cycle.

Hand Wash Basin 
Installation

16000 High

Gate Repairing for MM 
Store

13000 High

Prioritizing “Need vs Outcome”
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Prioritizing Need vs Outcome
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Work Task Details Cost
Need 

Priority
Outcome or Why

Footbath Preparation 6000 High
Audit Purpose, Beautification. 

Next year cycle.

Handbath Preperation 6000 High
Audit Purpose, Beautification. 

Next year cycle.

Hand Wash Basin 
Installation

16000 High
Audit Purpose, Beautification. 

Next year cycle.

Gate Repairing for MM 
Store

13000 High

Prioritizing “Need vs Outcome”
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Prioritizing Need vs Outcome
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Work Task Details Cost
Need 

Priority
Outcome or Why

Footbath Preparation 6000 High
Audit Purpose, Beautification. 

Next year cycle.

Handbath Preperation 6000 High
Audit Purpose, Beautification. 

Next year cycle.

Hand Wash Basin 
Installation

16000 High
Audit Purpose, Beautification. 

Next year cycle.

Gate Repairing for MM 
Store

13000 High
Stealing/Security Control, 
Material  Damage Control.

Prioritizing “Need vs Outcome”
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Prioritizing Need vs Outcome
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Work Task Details Cost
Need 

Priority
Outcome or Why

Footbath Preparation 6000 High
Audit Purpose, Beautification. 

Next year cycle.

Handbath Preperation 6000 High
Audit Purpose, Beautification. 

Next year cycle.

Hand Wash Basin 
Installation

16000 High
Audit Purpose, Beautification. 

Next year cycle.

Gate Repairing for MM 
Store

13000 High
Stealing/Security Control, 
Material  Damage Control.

Prioritizing “Need vs Outcome”
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4 D’s Decision Making
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4 D’s of Time Management
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80/20 Examples
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80/20 Examples
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80/20 Outcome
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80/20 Outcome
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80/20 Outcome
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Benefits of 80/20 Rule
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Your best customer will be much happier

Quality will be much better

Delivery performance will boost up

Cost will be downsized

Having fewer, better, happier employees

Having better growth

Making More money

No Need to work hard
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Tackling Procrastination
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Tackling Procrastination
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Make a START

How to Tackle Procrastination
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Procrastination Leads To
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Procrastination Leads To

Time Wasted
Missed Opportunity

Poor Performance
Self Deprecation

Increased Stress
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9-Ways to Overcome Procrastination
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Delegate It

Ask for Advice

Obey the 15min Rule

Give Yourself a Reward
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Obstacles to Effective Time Management
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Interruptions 

Stress & Fatigue

Obstacles to Effective Time Management

Unclear Objectives

Disorganization

Inability to say “NO”

Periods of Inactivity

Too many things at once
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5 Tips for Effective Time Management
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5 Tips for Effective Time Management

Delegate More Often

Prioritize Wisely

Plan Ahead

Know Your Goal

Eliminate Distractions
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The Sign of an “Time Wasters”
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Time 
Wasters

Microman
agement 
of every 

Task

Social 
Media 

Activities

Inability to 
say “NO”

Numerous 
calls, 

texts, e-
mails

Conflict in 
priorities

Meeting 
which are 
too many 
or too far 
from site

Procrastination

Doing 
everything 

by 
yourself

Not 
prioritizing
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Conclusion
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Time is Money
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Any Question…!?

[Ameera Consultancy] (https://ameeraconsultancy.com/)



Any Question…!?
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