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- “The key is not to prioritize what on your schedule, but to schedule —"ebibglol @gazd L « slowdl lgas gyl aamead G Sapll” -
your prioritize.” — Stephen Covey \9GS yalaian

- “If you don't have time, the truth is, you don’t have priorities. Think

harder; don’t work harder" — Tim Ferriss. Vs soss ;S8 .lslol eyl puad il dasaxllé « 8o bl oS5 p) 3" -

U9 pui — " L Bozs Jos

- “It is not enough to be busy .. The question is: what we are

busy about? .” — Henry David. "Sodssiine 2 3lo (59 198 Jlgl .. deiie weS Ul @leS Lud" -
ARD S id

Here are some materials that contribute to How to prioritize

the work and time management. o)l 9 Joll Ql._qugi iy AasuS S\ pdlui WYlio g Wi9d pSJI
a9gJl
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Margaret Meloni
You will be able to gain and apply your knowledge and Work Smarter, Not
coursera understanding of personal and professional awareness, Harder: Time
link S organization and commitment, and use the tools, methods and English Management for
- techniques that you have learned in goal setting, prioritization, 9 Personal &
scheduling, and delegation to overcome time management Professional
challenges and enhance productivity. Productivity
9 &Yl Clgims (slel 8b25 (5 b 2lidg 8,15] ppall o
9 agleil wlgsVl plaziwl di=li] 8545 assS plsi . Josll
Grow aullaall oloys el uins @S e Sais as sl aleudl | Grow
link . Ol plpodl 13959 duaboll WhglgVl pyaxi M o Josll (59 ith . W\ ALVl 65U
with wit a0l T
Google Google
alcg> Japaw >
wllpo panaxi OlBlue Sa>| 98 bgeall lleig wdgll pulniig 8,ls)
8,151 wyyei e (silxadl Sluwoll 1is Gaxig « Wl gl gl
c “8g)l pudrii (sde 8,28l lpios o silly Wigll pudhis auodly dgll ) .
link (_]] :)] “‘99{ e e o oy Bl e Pl &2 gl pubiiig 6,1>)
D] s r ohlo sl @8l « sVl sy wdgll 8,ls] @8Meg 6,51l Ll Olj, ozl cllase

Lol 3Ll o 3lyslea gas]

Lil> sd gl pulais wlghs o lpyluuST eliSoy wsadl wdgll 813
ol wlbgaall sle Cladl 4a,Sg



https://www.coursera.org/learn/work-smarter-not-harder
https://learndigital.withgoogle.com/maharatgoogle/course/increase-productivity
https://www.edraak.org/course/course-v1:Edraak+TSM+T1_2018/

Juasll vlgic vlgic




"Busyness" doesn't always equate with progress—these
prioritization techniques will help you make the most of your
workday

Caitlin Bishop

How to prioritize

research shows that global executives say they have too many
conflicting priorities. In a world where conflicting and unclear
priorities are the norm, how can you learn to prioritize your own
work and still feel satisfaction from a job well done?

. . work when
link English everything’s
wework important
This article walks you through great tips on how to prioritize
o work and meet deadlines. Prioritization entails identifying what
Th rlve should be done first out of an ocean of competing priorities. _
20 Tips on How to
English Prioritize Work and
Meet Deadlines
Prioritizing work can be frustrating, especially if you work for a Amy Jen Su
hands-off manager or a company that doesn't give you clear
goals. Most of us face this reality each and every day. The
frequently cited research of Robert Kaplan and David Norton L.
Har!’ard shows that more than 90% of employees don't fully understand e LG L
- Business : , p : Your Work When
Link Review their company’s strategy or know what’s expected of them to English Your Manager
91y L) 2yl help achieve company goals. Compounding the problem, recent Doesn't



https://www.wework.com/ideas/professional-development/creativity-culture/how-to-prioritize-work
https://www.thriveyard.com/20-tips-on-how-to-prioritize-work-and-meet-deadlines/
https://hbr.org/2017/01/how-to-prioritize-your-work-when-your-manager-doesnt
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Regardless of where you stand in the organization hierarchy or Fred Wilson
personal accomplishments, this blog is for you. Here is a list of
n~A handpicked task management tips that you can work with today How to Manage
\ ¥ Tq Sk to accomplish your milestones without them getting the better . Tasks Effectively?
link (SN of you. Englis 10 Tips for Effective
Task Management
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https://capsuleh.com/prioritize-tasks-tips/
https://www.ntaskmanager.com/blog/task-management-skills/
https://www.balagh.com/article/%D9%83%D9%8A%D9%81-%D8%AA%D9%86%D8%AC%D8%B2-%D8%A3%D9%83%D8%AB%D8%B1-%D9%81%D9%8A-%D9%88%D9%82%D8%AA-%D8%A3%D9%82%D9%84%D8%9F
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Brian Christian
Human beings and computers alike share the challenge of how
to get as much done as possible in a limited time. Over the last
fifty or so years, computer scientists have learned a lot of good How to manage
Link strategies for managing time effectively— and they have a lot of English your time more

TED

experience with what can go wrong. Brian Christian shares how
we can use some of these insights to help make the most of

our own lives.

effectively
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Explanation and examples of 20/80 rule for the time

management.

Brian Tracy
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Time Management —
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https://www.ted.com/talks/brian_christian_how_to_manage_your_time_more_effectively_according_to_machines
https://www.youtube.com/watch?v=ODnn5u0--Q4
https://www.youtube.com/watch?v=e202jvp_aww
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https://www.youtube.com/watch?v=DBQ6TY-xzaQ
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