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Make the Most of Your Time

A major key to time management is to be proactive and to anticipate "time wasters." Bypass feeling angry by staying productive, regardless of the circumstances. You may not always be able to avoid cancellations, delays, and other people running late, but with a bit of preparation, you can get even more done when life doesn't go exactly as planned.

If you have to wait, make the most of it. Keep a folder of magazine pages and newspaper articles to read with you. Load your iPod with audible books (i.e., books on "tape") and informational podcasts such as Pop!Tech, TedTalks, and dozens of real estate podcasts. Update your cell phone address book by adding contacts from the Call History. Review and delete old cell phone voicemails.

By implementing this strategy, you’ll find that there’s no such thing as wasted time.
Jason W. Womack, MEd, MA, is the founder of his personal development education company that enhances organizational performance through customized individual effectiveness training and coaching. Visit www.JasonWomackCompany.com for in-depth articles on maximizing workplace performance.
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