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0000000 Being more efficient and more valuable to your
company is the best way to put your career on the fast track. If you
are always working hard, getting more done and bringing more value
to your company than your peers, you will get noticed. [ I [J [ [
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0000000000 Thousands of people practice time-proven
techniques that make sure you move forward: O 0O U 0O O O O [
DO00000000000000 1. Ask yourself and your boss
what the bestuse of yourtimeis O OO0 00000 oooOdd
DO0O0o000ooo Ifyoudon’ tknow exactly what your boss
feels is the best use of your time and what the highest value activity is
for you, ask! It is by doing that or those tasks that you can move
forward quickly. Building the most value will get you noticed and to
do that you have to find out what it is you are expected to do. [J [
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to help you clear away other tasks so that you can focus on the
highestvaluetask 1 0 D 0 000000000 O0OO0OOOOO
DO00000000000000 Onceyou have found out
what your most important task is you will probably notice that only a
small portion of your time is spent on it. Talk to your boss about it
and see if you can get rid of or delegate some of the tasks to other
people so you can spend your time building as much value as
possibletothecompany. U 0 U O OO0 OO0 O0OOO0OO
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Plan your week so that you spend as much time as possible working
onthemostimportanttask J 0D 0 OO0 0000000000
OO0000000000 Makeaweekly plan trying to free up as
much time as possible to your important task. List everything you do
in a week and figure out how you can get the most possible out of
yourworkday. D 0 D 0000000000 OoOOoOOOn
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JO00o00o0odododod 4. Organize each day U O U [ [
[ OO O Once you have planned your weeks you can start organizing
each day. What is most important? What needs to be done first?
What second? Once you have that daily plan, get to it and start
checkingthemoffonebyone. D U OO OO0 OOOOOOO
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0 O 0O 5. Getinearlier, work harder, stay later [ 1 0 00 O O O O



OO00000000 Byworking focused you will get a lot more
done then your peers. But if you also make the great impression of
being first to the office and the last to leave whilst all the while
producing at a high rate, you will get noticed, appreciated and
promoted. D 000 0O0O0O0OOOOOOOOOOOONO
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0000000 6.Beproactive 1 0L OO Don’ tletthe
circumstances control you. Instead, control the circumstances. If you
want to be promoted you have to show that you can shoulder the
responsibility. Ask for more responsibility and when you get it, do it
wellanddoitfastt D D O D OO O0UOO0U0Oooooooodnn
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