CLEARLY DEFINE YOUR GOALS
AND PRIORITISE TASKS THAT

DIRECTLY CONTRIBUTE TO
ACHIEVING THEM.
7
BREAK YOUR WORK INTO
FOCUSED INTERVALS
WITH SHORT BREAKS.
OFFLOAD TASKS THAT CANBE
HANDLED BY OTHERS AND
AUTOMATE REPETITIVE TASKS.
DECLINE TASKS THAT 2
DON‘T ALIGN WITH
YOUR PRIORITIES.
SN_/% ’ FREQUENTLY REFLECT ON YOUR WORK
- TO ENSURE YOU ARE MAKING
MEANINGFUL PROGRESS TOWARD
YOUR GOALS.
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