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Completing Tasks Policy


The saying “work smarter, not harder” is one we live by. Time management isn’t about squeezing as many tasks into your day as possible. It’s about simplifying how you work, figuring out how a task can be completed more efficient, and completing the task. 

Each morning, start by making a list of all the tasks that need to be completed for the day. Identify two or three tasks that are the most crucial to complete, and do those first. Once these are complete, move on to the other tasks. 

While you complete each task, devote your entire focus to the task at hand. By focusing on exclusively on one task, you will have less likelihood for error, and you can also avoid becoming overwhelmed by a large list of to-dos.
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