
Directions: On a piece of blank computer paper recreate this chart. Rewrite each box in your own words. Next, give an example in yourlife of how you can/already do incorporate these skills. 
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Perseverance
Persevere when t

\gs don't go right.

Develop strategies for dealing with
pressure such as taking regular exercise.
Take a positive attitude towards failure:
You learn most from mistakes,

Share tasks or problems with
others
But say no to others when short of time.

Avoid procrastination
“The best time to do something s usual-
y now: taking action generates the in-
petus for further action.

Organise your work to meet dea
Reward yourself for achieving goals.

s

Use a time log

Write down everything you do in a

week to identify areas of your life

where you waste time & the times

when you're most productive: sched-
| ule demanding tasks for these tmes.

in the same location each day.

Take regular breaks
Get up and move around at least
‘once an hour if at the computer
to refiesh your mind.

Avoid distractions & inter-

ruptions to your work

Keep your desk tidy.

Check email at set points in the day.

rather than when it comes in.
 Tum off Facebook and Twitter!
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Action Planning
Set clearly defined goals.

Break tasks down into steps & do
one task at a time.

Goals must be realistic & achievable

Create Habits

Try to do tasks at the same time & Keep a to-do list

Update this every day.
‘Write down deadlines,
Emphasise key points.

| Prioritise

Do urgent & important tasks
first not the easy things.
Have a reminder system.
Efficiency and effectiveness are
not the same: effective people
focus on the important tasks.

Review your progress
Revise plans as appropriate.
Map put several routes to your goal.
Have a contingency plan.




