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Strategies Employed For Organized and Better Managed Demands
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Strategies that you might employ to remain organized and better manage the demands (or will be) made on your time.
Vividly Know How You Will Spend Your Time
Here I will use the time log to help me determine how to use my time. I will record my daily activities using the 15 minutes intervals weekly or even for two weeks. Following this record is the evaluation of each document at the end of each stipulated period. For the review, I will be guided by self-examining the following questions. From the tasks recorded, which one needs the allocation of much time? Did everything I recorded got achieved? During the whole day, which section of it do I find myself most productive. Of all the where is my time mainly dedicated to? From here, I will know where I am devoting much of my time to determine whether I am investing my time in the right way.
Setting Priorities
Here it will guide me to be able to distinguish between the important and the urgent activities of the day. According to the study materials, experts agree that the essential things are not always urgent ones. As a matter of is that we usually allow urgent activities to dominate in the time management schedule (Al Mamun, C. A., & Hasan, M. N. (2017). Therefore I will use the time management matrix to manage my time. As per the matrix, my actions to be allocated for time should be four Important, urgent, not necessary, and not urgent.
Use of the Planning Tool
I will use planning tools like notebooks, calendars, wall charts, pocket diaries, phone apps, and index cards.  
Must Be Organized
This will be accompanied by the fact when disorganized, and it will automatically lead to poor time management. By this, I will come up with three boxes and label them Toss, keep and Give way. Discarded items that will be placed in the toss box for the giveaway will be items that I will donate or just wish to sell.
Schedule Approximately
This goes the extra mile beyond just recording what needs to be done. Thus my time log will enable me to know myself more as it will also help me in the identification of instances of time that I am more alert an also productive. 
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