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Time management

ide  TI
Julie Morganstern's book (0) ........... Time Management from the Insi TLE

Out aims to help people organise their time better.

. ¢ " skill.
For Julie, getting yourself organised is what she calls a ‘learnable’ ski

One common reason she (17) ........... for people not getting things done,  IDENTITY
be it tasks at work, study (18) ........... , or things they hope to achieve in  OBJECT
their free time, is that they don’t set aside a (19) ........... time in which to  SPECIFY
do things.

In other words, they’re always trying to fit new activities into an existing full
schedule and (20)

result, they get behind schedule, and miss deadlines.

To avoid this, Julie suggests making a list of ‘must do’ tasks and putting
a time (21)

be made between time spent on each task and how long you

thought it would take you. In no time at all, you'|| pe able to make an expert
about how long activities really

........... about how much you set oyt t

........... how long tasks are actually going to take. Asa  ESTIMATE

next to each. This means that a direct comparison can ~ ALLOW

(22) ........... ORIGIN

take, meaning that you'remore  JUDGE

© achieve in the first place. REAL
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