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Handling workload

Direction fits?

Do

Dump

Diary

Delegate

Handling workload is a problem everyone has at some point. Not everything needs to be done and you don't have to do it all yourself

Direction fits?

Does the task fit with your own goals or aims. Is it a must do?

Do

If it is a must do task  - Is it a task you can do now and get out of the way in a single action? If so have you the time to do it or are you being unrealistic and will it stop you doing other more important tasks 

Dump

If it is not a must do task and does not fit with your overall goals or aims then dump it. Either bin it immediately. If you are not sure then put it in a bin where you can retrieve it if need. 

Diary

If it is a bigger "must do" task then set a time in the diary. Make sure the time is realistic. Break the task down into manageable steps. Protect your time on the day (see "focusing on tasks")

Delegate

If you can delegate the task then do so. Decide who could do it and ask them. Delgate the tasks you enjoy,  be prepared to let go and delegate control as well. Set a review date time and place to let you know it is completed
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