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Managing

Develop skills to prioritize tasks, manage deadlines, and align goals
with personal motivation. This module focuses on evaluating tasks,
communicating priorities, and using project management tools.

Schedule time for high- . ] Adjust deadlines based
priority tasks and stick Decline tasks that don't on workload and task
to it. align with your goals. importance.
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List and
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Prioritize

Evaluate tasks and Prioritize solutions that Understand team
focus on the most reduce trivial tasks. perspectives on
important ones. priorities.



T o
w Write a list of all your
. tasks, responsibilities,
and goals, evaluate
which are most
important, and work
on those first.

The greatest goal is the
one you'll actually work on,
SO as you set priorities be
honest about whether
you'll really be motivated
to achieve them.

If something is not

important to you,
/ doesn’lt oligg \r/]vith your Some of what's on your
oals, and has no 3 : . '
Keep open lines of ha?mful consequences i "slglff'r‘mt go'-ngft()l :’e
communication with attached, say a clear To avoid watching B br { i;neamng t: o
stakeholders or team and respectful no. precious time tick to?ué.ﬁ;n ‘:“?:;r:ii
members to understand away on repetitive, q ergeuésions TREVE itg
their perspectives on small-stakes tasks, epthe Jist of Forities g
priority conflicts. prioritize solutions & :
that minimize
urgent but
unimportant to-do
listitems.

Identify tasks that can

be delegated to others

with the right skills and
capacity.

Utilize project
management software

and time management

techniques to organize,
prioritize, and track
progress on tasks.
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