


Advanced Time Management and
Personal Productivity Part I.
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1. Understanding Time

and will never be retrieved.

* Absolute time



1. Understanding Time

» Relative time
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1. Understanding Time
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2. The 80/20 rules for high impacts
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2. The 80/20 rules




3. Priority and Laggardness

An early bird gets the worm

Come to work early, high energy, fully prepare, do the homework, and
no excuses.

Always ready before deadline
Know stuff before others
Gain advantages of know first and prior knowledge

No stress in work life and personal life

Submit only high quality of work that has been pollshed
Always the first to be selected for promotion



3. Priority or Laggardness

Always late, tardy (sluggish), absence, and make up excuses
Unprepared for urgent situations

Need more information, Miss the deadline

Unable to make decision or to lead

Chaos with high level of stress
Always behind the works and projects with an opportunity los

Submit late work with poor quality with lots of m1stakes an
excuses H

Always the last to be selected for promotion



3. Priority or Laggardness
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* Do the task only one
time

zzzzz
/////
i

zzzzz
zzzzz
/////

/////

s
zzzzz
FE

E
zzzzz
zzzzz
zzzzz

redo

e
zzzzz
zzzzz
....

w il
zzzzz
fffff

zzzzzz

e
zzzzz

Frers
zzzzz
/////
zzzzz
e

R
zzzzz
zzzzz
rrrrr
zzzzzz

A
fffff
zzzzz
zzzzzz



f Work
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4. D

f batch working

series o




4. Division of Work

synergy



5. Out of sight, Out of mind
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5. Out of sight, Out of mind
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5. Out of sight, Out of mind




Assignment #3







