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WORKNC-620G: Time Management in the Workplace 3

2. Where does your time go?
a. Self diagnosis
b. Determine how time is spent based on a self-diagnosis.

3. Workplace Time Wasters and What to Do About Them
a. Visitors
b. Telephone calls
c. Email
d. Social Media
e. Describe how to eliminate common time wasters.

4. Self Generated Time Wasters and What to Do About Them
a. Disorganization
b. Procrastination
c. Inability to say no
d. Perfection
e.






