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| OVERVIEW

Personal effectiveness is the ability to manage
yourself so you can achieve goals perform well
and work productively with others. It involves
using your time and skills in ways that help you
complete tasks make good decisions and
continue improving in your work and personal
life.




WHAT DO EMPLOYERS
WANT?

Employers value individuals who can
stay organized, meet commitments, and
work independently without constant
direction.

Strong personal effectiveness also
improves your life outside of work. When
you manage responsibilities well, you
experience less stress, maintain healthier
relationships, and feel more confident in
your abilities.

Every person has the same amount of
time available each day. The difference
between feeling overwhelmed and
feeling in control often comes down to
how intentionally that time is used.
Imagine two employees who begin with
similar skills and opportunities. One
struggles to keep track of deadlines,
forgets tasks, and often needs reminders.
Over time, coworkers lose confidence in
this person’s reliability.

The other employee consistently
completes assignments, communicates
clearly, and stays organized. Even
without being the most talented, this
person edrns trust and is eventually
given greater responsibility.




INTHEEND...

The deciding factor is not intelligence or
personality. It is the ability to manage
oneself effectively.
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