Organization (60 Second Solutions)

This is an innovative new business series
that presents 60 succinct techniques to
improve core business skills, each
technique to be read and digested in 60
seconds. Organisation provides 60
practical, effective organisation techniques
that can immediately be applied to
transform your workplace, increase
productivity and job satisfaction. This title
covers all vital organisation skills,
including
prioritising
tasks
and
responsibilities, creating checklists that
work, keeping email under control and
streamlining your workday. 60 fast
solutions packaged in small, handy format
will enable advice-hungry businessmen and
women to dip in and out of this book when
ever they have a spare minute!
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