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Synopsis

Organise Yourself is a concise but comprehensive guide to improving all aspects of personal
organization at work, such as determining goals, prioritising tasks and managing your time. Many
people find it hard to get on top of their workload, constantly bounce from one task to another and
struggle to prioritise, which can have a serious impact on productivity. Organise Yourself will help
you to develop effective organisational skills and dramatically improve the way you work. It contains
vital tips on seeing your way through complex problems, building positive workplace habits, avoiding
information overload, overcoming distractions and interruptions, organising work space and filing

systems, making effective use of technology and coping with the challenges of working from home.
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Customer Reviews

This book covers just about everything you need to know, including organizing your office, home,
home office or even trips. The section on using Technology is worth the price of admission. It
recognizes the personal challenges as well as the technical and offers workable solutions. It is really
about getting things done efficiently and effectively. You will be at least 20 percent better organized
if you just take a few of the measures described. | wish | had had this book when | was starting my

career; | would have saved a lot of wasted time.

This book has it all. It has an ample amount of tips for you to organize yourself and be the best that
you can be. It has the tips for organizing to every aspect of your life which is why | regard this book

as being the complete guide. After all, organization in every aspect is always a welcome attitude in



one’s life which can be a start of achieving success. Before reading this book, | also happen to read
the book entitled Ten Minutes To Find Out Why You Are Not Rich (Three Easy Steps Series) which
is a short but meaningful book and will make you realize that it can be true and probably the reason

why you are not rich after all.

| like that this book is not technical. | just need help in not getting overwhelmed. This book does that

for me.

Pretty good stuff. | learned a lot of tips reading this kind of book. It was an interisting guide for me.
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