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Survival demands
Unceasing vigilance,
Creative intelligence,

Technical competence and
Enormous hard work.

Delegate that your subordinate
can do better, because they know
more, are younger and still have
to develop experience through
doing.
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1. Time Management for Dummies, Jeffery J Mayer, IDG
Books, CA 94404

2. Time Management, Geoffrey Moss, Thomson, Chennai
600029

3. Effective Time Management, John Adair, Talbot Adair
Press, London

4. First Things First, Patric Forsyt, MDIA +Pitman, London
5. Managing Time, David Fantana, Excel Books, New Delhi
6. The Effective Executive—Peter Drucker

7. Dittmer, R. E. (2006). 151 Quick Ideas to Manage Your
Time. Franklin Lakes, NJ: Career Press.

8. Felton, S., & Sims, M. (2009). Organizing your day: Time
management techniques that will work for you. Grand Rapids,
MI: Revell.

9. Hindle, T. (1998). Manage your time (1% American ed.).
New York, NY: DK Publishing.

10. Hoover, J. (2007). Time management: Set priorities to get
the right things done (1™ ed.). New York, NY: Collins.

11. Mackenzie, A., & Nickerson, P. (2009). The time trap (4"
ed.). New York, NY: AMACOM.
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12. Mancini, M. (2007). Time management: 24 Techniques to
make each minute count at work. New York, NY: McGraw-
Hill.

13. Morgenstern, J. (2005). Never check e-mail in the
morning: And other unexpected strategies for making your
work lifework (Fireside ed.). New York, NY: Simon &
Schuster.

14. Siess, J. A. (2002). Time management, planning, and
prioritization for librarians. Lanham, MD: Scarecrow Press.

15. Tator, R., & Latson, A. (2011). More time for you: A
powerful system to organize your work and get things done.
New York, NY: AMACOM.

16. Walster, D. (1993). Managing time: A how-to-do-it
manual for librarians. New York, NY: Neal-Schuman
Publishers.
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Web Links
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7

“Time+Management+Muslims” PDF Books

httpt/ / www.icap.org.pk/ workshop—on—time—management/

Articles and resources on Stress and Time Management:
http://managementhelp.org/personalproductivity/time-stress-management.htm

Several time management articles and ideas from MindTools.com:
http://www.mindtools.com/pages/main/newMN HTE.htm

Wall Street Journal article reviewing time management strategies:
http://tinyurl.com/yf6sjrc

Time Management Nin]ja — blog about time management, productivity,
and goal setting: http:/ timemanagementninja.com

Buttoned Up — an organizational blog; search keywords like “to-do
list” and “calendar”: http://getbuttonedup.com/category/work-everyday-life/

From Love to Know, here is a page of printable time management
charts: http://stress.lovetoknow.com/time-management-chart

Desktop iCalendar Lite — a PC desktop calendar (free; paid version
also available): http://www.desksware.com/desktop-icalendar-lite.hitm

Efficient Calendar Free — a PC desktop calendar that’s similar to
Outlook (free; paid version also available):
http://www.efficientsoftware.net/calendar/freeedition.htm

VueMinder Lite — a PC desktop calendar (free; paid version also
available): http://www.vueminder.com/
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Evernote — software that lets you save things you'd like to remember
later (free): http://evernote.com/evernote/

Remember the Milk — software to help you manage your tasks (free;
paid version also available): http://www.rememberthemilk.com/

Reverb — software to help you manage your projects and tasks (free):
http://reverbapp.com/

ManicTime — software to help you track your computer activities (free;
paid version also available): http://www.manictime.com/

RescueTime — software to help you see how you're spending time on
your  computer (free; paid  version also  available):
https://www.rescuetime.com/

http://d1.islamhouse.com/data/en/ih books/single/en Time Management.pdf
httpt/ / www.cubefoundation.org/ resources/ e-libary/
http://zohrasarwari.com/2013/01/5-time-management-tips-for-muslims/

http://www.amazon.com/Powerful-Time-Management-SKills-
Muslims/dp/0982312539

httpt/ / productivemuslim.com/ maximize-use-of-your-time-with-
these-tips—from-the-seerah

httpt/ / www.muslimness.com/2011/08/ 20-time-management-tips—
for-muslims.html

http://www.soundvision.com/tags/time-management-0

http://www.soundvision.com/tags/productivity

http://www.icap.org.pk/wp-content/uploads/cpd/BookYoucanclimbup.pdf

https: //www.google.com /webhp?sourceid=chrome-

instant&ion=1&espv=2&ie=UTF-8#q=Al+Huda+Basheer+Juma

https: //www.alhudapk.com /audio/category-3 /assorted-lectures /tanzim-e-
awgat.html
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