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A SUCCESS JOURNEY ON THE HIGHWAY OF LIFE

The book is a guide to success in life. It is comprehensive and highly
readable. Its author Basheer Juma is an accountant by profession. The
main theme of the book is the man himself and the time he spends till the
end. The planning and the careful usage of time, so that maximum benefit
may be derived out of it is the real thing which matters in life. The author
is very clear in his perceptions and has divided his topics in a classified
manner, discussing them in persuasive style. Also the text is lucid and
brief without much sermonizing, though putting due emphasis on honest
living. Some charts in the last pages of the book have also been included
for those who face some problems in their lives. They can pick a chart of
their choice and act accordingly. Some inspiring anecdotes from the lives
of Islamic personalities provide added reading pleasure. Hardbound, the
book has been immaculately produced.---HA
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basheer.juma@gmail.com
basheerjuma@basheerjuma.com

Amazon, Payhip.com and littlebookcompany.net

A

www.timemanagementclub.com
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Muhammad Basheer Juma-FCA
Writer | Speaker | Self & Time Management
Ethusiast

Families in Business and Not-for-Profit-Advisory

Email: basheer.juma@gmail.com

https:/ /youtube.com/@basheerjuma

US$10/-
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Muhammad Basheer Juma

e A fellow member of the Institute of Chartered
Accountants of Pakistan. Four decades of experience
in the accounting profession with Price Waterhouse
Coopers, Andersen, and Ernst & Young.

e Former Office Managing Partner EY Afghanistan.

e Former Partner EY Ford Rhodes Pakistan and
Andersen Pakistan.

e Worked for PwC (Alexandar Fletcher Ferguson & Co)
in Pakistan.

e Former Team Leader of Islamic Financial Services
Group and Training and Capacity Building Services of
the firm.

e Speaker and Trainer on Time Management, Survival,
and Workplace Skills.

e DPresently Advisor to

e (a) NGOs, NPO, CBO and Social Organizations, and

e (b) families in business for integration, transition, and
succession matters.

e  Writer of over twenty books on Self and Time
Management, Family Business, NGO-related matters,
and workplace skills.

e More than 300 videos are available on his YouTube for
Basheer Juma.

Books

e Self and Time Management and Personal
Development

e Highway to Success

e Progress and Success through Time Management

e Now or Never

e Self-Management and Development Sheets

e Organize Life and Manage Time



A Handbook Time Management for Muslims
Mastering Time: Strategies for a Productive and
Purposeful Life

Mastering Time: Strategies for Empowered Self-
Management

Self and Time Management for Dawah Leaders
(Presentations)

Effective Ways to Improve Staff Performance and
Productivity

Families in Business and Related Matters

A to Z of Family Business: Navigating the Future of
Family Business

Legacy Builders: Strategies for Family Business
Success

Harmony in Heritage

Muslim Families” Business Constitution

Muslim Families” Business Constitution-template
Family Business Constitution Templates (Culture and
religion-based)

The Role of a Medjiator in the Family Business

Not for Not-for-profit organizations

Essential Guide for NGOs and NFPOs

NGOs 100 Assumed Findings and Reporting
Managers

Guidelines for Managers

The Soft and the Critical Skills

Students

You Can Climb Up
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Articles in Urdu in PDF are available on this website:
https/ /:www .tarjumanulquran.org/authors210/

Basheer Juma

Basheer.juma@gmail.com
Basheerjuma@basheerjuma.com

Facebook, LinkedIn-Basheer Juma

YouTube -https:/ /youtube.com/Look for Basheer
Juma

These books are available on

Kindle-Amazon-Basheer Juma
www.Payhip. com-Basheer Juma-Time Management
Club

www littlebookcompany.net
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Time Wasters/\Wastage Analysis

Time Record and Analysis Sheet

Analysis Analysis
Time | What Time | What
1 2 3 1 2 3
8.00 12.15
8.15 12.30
8.30 12.45
8.45 1.00
9.00 1.30
9.15 1.45
9.30 2.00
9.45 2.15
10.00 2.30
10.15 2.45
10.30 3.00
10.45 3.15
11.00 3.30
11.15 3.45
11.30 4.00
11.45 4.15
12.00 4.30

Analysis

A1 You did the right thing at the right time

A2 You did the right thing but at the wrong time

A3 You did the wrong thing (some thing that did not have to be done at

all).
JZ‘..Qﬁl{/.L/lgu'léLZ“_f,“u:;/l,LJWIL&:A!JV!A!;{’?M,JJ::’)
e S,
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Procrastination Record

S.No.

Classification

Item

Date

Review

Future Done

Date

Action On

STt et S e il T S G Fat ISR Tl i

Sl
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Priority Based Day Plan

Date Day

Priority From 6 9 | M 1 2 4 6

A B Cc 9 |11 |1 214|610

10

1"

12

13

14

15

16

17

18

19

20

<Q6QQ4VQJ&: A.B. C;yLéié/”uuo{iu((t{:,u’méuuufﬂr{;.,ﬁ?f
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Paper Work-Disposition Sheet

Date:

Department

Sender's

Subject of Paper

Action

Directed to
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Office Routine Chart

Self Designed Job Description

Based on Experience in the Organization

PR AT

S.No.

Nature of Work Reporting

Routine

Mon

Tue

Wed

Thu

Fri

Sat




AR

Individual Delegation

Name of Delegatee:

Date of
Delegation

Nature of Work/
Communication

Deadline

Done

Remarks
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Delegation planning

Routine Work

Title of Task Priority Delegate to Name of Week Days/Months

Symbols to be used in six columns
d: When delegated
c: Expected date of completion
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Project Delegation Chart

When More Than Two Persons Are Involved

Name of Persons (Delegatee) Nature of Work Logical
with targets Date (Steps) Sequence

STk A e E Gt e s U A
LTkt U e PRSI AL U TLTE L2 S, (Location)
- JU@LKF /ﬁdﬁf/g /J)ﬁé.ignd"((g.,,},_ugmgd,yg '@/l:‘ulu: J@U@JHKLJ /



P 376 PR AT

Meeting Decisions

Date:

Iltem Action By whom By when Priority Date
Description complete
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Agenda for Meeting

Company:
Address:

Date:
Time:
Location:

Objective:

Attendees:

Agenda Purpose Time Presenter

item

Material to be read in
advance
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HighwaytoSuccess - by: Muhammad Basheer Juma

A guide to success in life. Comprehensive and highly readable book ontime
managementandselfdevelopment. Lucidandbrieftex{puttingdueemphasison
honestliving Inspiring anecdotes from the lives of Islamic personalities provide
addedreadingpleasure

Pages 230

First Things First - by: Khalid Baig

This book is a collection of popular thought-provoking articles on Islam.
Many issues are covered, including beliefs, practices, self reform,
education, women, and other contemporary issues. Distilling the wisdom of
great scholars of Islam, Pages 422

75500112356/ L ery
www.timemanagementclub.com: ;s tmcbooks@gmail.com:u&f S




"Please accept my heartiest congratulation on this very fine effort in
respect of an important aspect of our daily business life. I am sure that
this book will be a success beyond your expectations."

Humayun Murad

Chief Executive

ORIX Leasing Pakistan Ltd.

"...the book has been found to be useful and we have no doubts that it
could be a guiding force for all those who know the importance of time
management, positive thinking, art of communication and secrets of
success in life."

T. A. Jafri

Director, Sales & Marketing

"...the book appears not just well-written but also with good command
over the subject matter. I am sure that it will be immensely useful for
me, as for all professionals. I am also fortunate to have an electronic
copy of the English version of the book. We are planning to have a
training session on this subject in our Organisation..."

Naveed Ali Baig

Managing Director

Innovative Computers Pvt. Ltd.

"...a nice book containing very useful articles. I... found it to be very
useful and interesting. I strongly feel that this book must be circulated
amongst the managers at all levels for their benefit in particular and
for the benefit of the Organisation as a whole."

Rear Admiral Mahmood Ali

H.I.(M), SBt.

Commander Karachi

Pakistan Navy

"I found it most interesting and useful. We will use the book in two
ways:

1. obtain copies of the book from the publisher for use of our staff; and
2. use the ideas given in it to develop our training programme."

Dr. Junaid Ahmad

Managing Director

National Management Consultants (Pvt) Ltd.



A SUCCESS JOURNEY ON THE HIGHWAY OF LIFE
(Urdu language)
Muhammad Basheer Juma (FCA)

CONTENTS

Emphasizes the value of time.

Identifies time-wasting habits. Inspires the notion of "time lost, life
lost".

A walk-through various forms of time Kkilling diseases including
procrastination. Proceeds from diagnosis and leads to various methods
of treatment.

Begins with the concepts of planning and moves on the practical steps
of how to maintain a diary, a clean desk, punctuality and other
essentials of planning.

Defines the personality of a person who manages his or her time well.
This chapter shows how better time management cultivates a firm and
convincing personality.

The art of conversation is an important part of time management. This
chapter is a manual to learn the art of conversation in various settings:
Face to face, on the phone and in meetings.

Your office does not have to be a place of stress. This chapter is a
guide on how to convert your office into a pleasant place of work.

Money talks, make its best use.

Team work is the essence of good management. This basic principle is
applicable to better management of time.

Delegation of authority and responsibility is easier said and then
implemented. This chapter is a good primer on little steps that help
you delegate authority. Delegation of responsibilities is one of the most
effective tools of better time management.

The skill to hold effective meetings is a great time saver. This chapter
gives useful tips on note-taking and other aspects of conducting a
business meeting.

The Skills to Write: to Read: to Think; to listen and to Talk

Be an Asset for Your Family, Institution
and the Society



THE BOOK

Time is an invisible reality of life. It overshadows every thing in one's
life; in fact, 'Time is life'. One, who utilizes time properly, traverses his
journey on the path of success swiftly provided that other factors are
in his favour and Allah is making things easier for him.

The main subject of this book is man and his proper utilization of time.

This book guides the reader in making a better use of time, avoiding
wastage of time and lethargy, planning, development of personality and
conversation skills, maintaining good relationship with co-workers,
teamwork, delegation of assignments and in development of personal
capabilities. In the end, charts and forms have been given that are
helpful in making one's personality disciplined. A number of prayers
(dua) have also been reproduced for success in life in this world and in
the life hereafter.

This book is helpful to all those who might be desirous of making life
disciplined, balanced, effective, active and purposeful. Perhaps, it is
people having such longings whom success looks for. Look out, may be
success is waiting at your door!

THE AUTHOR

Muhammad Basheer Juma is a Chartered Accountant by profession.
He did his CA from the Institute of Chartered Accountants, Pakistan,
in 1980. Now he is one of the partners in the firm Ford Rhodes Sidat
Hyder & Co. (A member firm of Ernst & Young) with which he is
associated since 1986.

Earlier, he worked in A. F. Ferguson & Co. (A member firm of Price
Waterhouse Coopers) from 1974 to 1985; first as Assistant Manager
(1982-3) and then as Manager. He studied at the Government College
of Commerce and Economics, Karachi, for his bachelor's degree in
Commerce.

Muhammad Basheer Juma has been an auditor and during his work
in A F Ferguson and in Ford Rhodes Sidat Hyder he has had the
opportunity to observe closely the working of numerous large and
small public, private and multinational organizations. He started
writing for Daily Jang in 1989 for its Friday edition. Later, those
articles were broadcast as brief talks in Radio Pakistan's national
network programme, Subh-e-Pakistan, for about a year. He has also
delivered lectures based on these articles, at various institutions and
organizations.
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