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Prioritize your work
Be more efficient
Take control of your time




20 MINUTE MANAGER SERIES

% -
(18UGN C41 795 G006 HaNG P 1A M

x Y o 3
THUNY T THERG P THY Wkl

?
0t U

Getting o
Work Done

Prioritize your work
Be more efficient
Take control of your time

HARVARD BUSINESS REVIEW PRESS

Boston, Massachusetts




HBR Press Quantity Sales Discounts

Harvard Business Review Press titles are available at significant
quantity discounts when purchased in bulk for client gifts, sales
promotions, and premiums. Special editions, including books with
corporate logos, customized covers, and letters from the company or
CEO printed in the front matter, as well as excerpts of existing books,
can also be created in large quantities for special needs.

For details and discount information for both print and ebook
formats, contact booksales@harvardbusiness.org, tel. 800-988-0886,
or www.hbr.org/bulksales.

Copyright 2014 Harvard Business School Publishing Corporation

All rights reserved
Printed in the United States of America
10 9

No part of this publication may be reproduced, stored in or intro-
duced into a retrieval system, or transmitted, in any form, or by

any means (electronic, mechanical, photocopying, recording, or
otherwise), without the prior permission of the publisher. Requests
for permission should be directed to permissions@hbsp.harvard
.edu, or mailed to Permissions, Harvard Business School Publishing,
60 Harvard Way, Boston, Massachusetts 02163.

The web addresses referenced in this book were live and correct at
the time of the book’s publication but may be subject to change.

Library of Congress Cataloging-in-Publication Data

Getting work done : prioritize your work, be more efficient, take
control of your time.
pages cm. — (20-minute manager series)

Includes index.

ISBN 978-1-62527-543-1 (alk. paper)

1. Time management. 2. Labor productivity, 3. Performance.
4. Orderliness.

HD69.T54G48 2014

650.1'1—dc23

2014021084

ISBN: 9781625275431
eISBN: 9781625275486




Preview

Demands on your time are growing by the hour, and
work keeps piling up. Unclear goals, constant inter-
ruptions, and urgent tasks are competing for your at-
tention; you know that you're working less effectively
than you could be. This book will teach you how to
become more focused and organized at work so you

can be more productive by showing you how to:
 Prioritize your tasks
 Create to-do lists that work
» Organize your physical and virtual workspace

» Develop a daily routine and stick to it




Preview

« Stay focused and stop procrastinating & o 3

« Work more efficiently with others

* Assess your progress
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