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A+級時間管理法則
TIME WELL SPENT

Getting Things Done Through Effective Time Management

by Lyndon Jones and Paul Loftus
英國HRD人才資源發展傑出顧問獎得主
『國際管理與人力資源發展獎』
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【作者簡介】

Lyndon Jones博士是英國知名企業經理人協會(The Association of Business Executives)的國際顧問，Jones博士在擔任ABE主席期間，已為超過80個國家的企業及學者提供管理及人力資源方面的認證。
Jones博士也是世界頂尖的培訓專家和管理諮詢專家，配合時代脈動與最新管理知識，舉辦眾多的優化效率課程，以及企業與個人管理方面的研討會。IBM、Microsoft、AT&T、Wal-Mart Stores、Johnson & Johnson、Boeing、Citi Group……他的管理技巧手冊，被這些數以百計的國際級知名企業，選為最佳員工讀本之一。
Paul Loftus認為一般公司圍繞四個高績效的關鍵點。包括：發展的靈活度、創新，採納意見，推陳出新的能力、企業生產營運效率及財務狀況、人資管理，以制定商業策略。

【簡介】
只要懂得時間管理的概念，任何掌握時間管理的技巧都可以舉一反三，產生最大的應用。本書是為所有讀者，Lyndon Jones博士最新研究的A+級時間管理法則。想要有高效率的時間管理，Dr. Jones提供掌握自己特質的方法，如何以思維和分析管理時間，解決突發狀況的問題，讓上班族輕鬆掌控時間、效率加倍。
•           getting to know yourself better; 
•           avoiding procrastination; 
•           using and analysing your time; 
•           organizing your workload and workplace; 
•           handling interruptions; 
•           making the best use of information and technology; 
•           delegating; 
•           conducting meetings effectively. 
Description
It is possible to have an overwhelmingly busy life and job and still be productive. Organisation and modification of major work habits can turn people into high-performing professionals with control over their work and life. Time Well Spent teaches you how to be efficient and accomplish more with less effort. It includes chapters on getting to know yourself better, avoiding procrastination, using and analyzing your time, organising your workload and workplace, handling interruptions, making best use of information and technology and delegating and conducting meetings effectively. The authors insights, practical everyday lessons and fascinating case studies will help you to approach life and work in an entirely different way, enabling you to take control and get more done.
Time Well Spent teaches you how to be efficient and accomplish more in less time. It includes chapters on: 
•           getting to know yourself better; 
•           avoiding procrastination; 
•           using and analysing your time; 
•           organizing your workload and workplace; 
•           handling interruptions; 
•           making the best use of information and technology; 
•           delegating; 
•           conducting meetings effectively. 
 The authors’ insights, practical everyday lessons and fascinating case studies will help you to approach life and work in an entirely different way, enabling you to take control and get more done. 
About the Author 
Lyndon Jones is CEO of the Association of Business Executives. He is the author of a number of books and pamphlets and has had innumerable articles published in the United Kingdom and overseas in journals and newspapers. He has extensive experience as a consultant, trainer and team leader, having worked in Western Europe, South East Asia, the USA and Africa. 
 Paul Loftus is an international management development consultant, an industrial psychologist and a freelance journalist. He conducts seminars in North America, Europe, the middle East and Asia. He is also a well-known speaker in several areas related to dealing effectively with others, oneself, and one’s organization. 
全球版權最新消息http://update.bigapple1.info/
最新書訊 http://www.bigapple1.info/









