Time Management:
5 Major Te Wasters

<>
Here are five major time wasters:

L] spreading yourself too thin by trying to do too
many things at once.
Suggestion: You must set priorities for each
day and, if necessary, each hour. Get the
most important things done first.

[l Being afraid to delegate.
Suggestion: Convince yourself that it's not
necessary to do everything yourself. You can
still be certain things are being done the way
you want them to be when you delegate.

] Not wanting to say “no” to requests.
Suggestion: You can’t say “yes” to everything
without spreading yourself too thin. Decide
what you must do - and want to do - and say
“no” to all other requests.

O Being a slave to the phone.
Suggestion: Have others screen your calls.
Use an answering machine when you don'’t
want to be disturbed. Schedule a telephone
hour to return all calls.

[ Procrastinating.
Suggestion: Get those unpleasant chores
done first - if they're important. Divide large
tasks into smaller ones. Reward yourself
when you accomplish something.
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. Articulation
. and Speaking
J Tips

O Project your voice - breathe from your dia-
phragm and speak with an open throat.

] Enunciate each syllable; practice with your
tongue-twisters such as “The Sixth Sheik's
Sixth Sheep's Sick.”

[} concentrate on eliminating the “ums,” “ers
and other slipups in your speaking.

L] pevelop a good speaking speed. Tape-re-
cord yourself talking at what you consider a
normal speed. Keep doing this until the play-
back sounds right. (Note: This is also helpful
for improving enunciation and clarity.)

[J For more ideas, check out The Business
Guide to Effective Public Speaking by
Jacqueline Dunckel and Elizabeth Parnham,
or Talk to Win: Six Steps to a Successful
Vocal Image, by voice coach Lillian Glass,
Ph.D.
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Centennial Award Recipients

Nonhwestem Area, under the Chair
of Ena Skene, selected the follow-
ing one hundred Women's Institute
members from across Ontario as recipi-
ents of the Centennial Award. This award
recognizes the “‘grass root” members who
have contributed their talents and time to
their Branches. Listed by name and
Branch, the Centennial Award recipients
are:

CENTRAL AREA

Myrtle Bradley, Maple Grove
Belle Braiden, Coleridge Union
Corinne Croxall, Bethesda-Reach
Shirley Deavitt, Union Street
Lyra Flintoff, Bowmanville
Myrtle Griffin, Bury's Green
Jeanette Jordan, Mount Albert
Olive McDonald, Woodville
Dorothy Petch, Caledon
Beaulah Robinson, Cavan
Muriel Wotten, Shirdey

Marion Thompson, Bailieboro

COCHRANE-TEMISKAMING
Margaret Amott, Hudson

EASTERN

Madonna Bell, Franktown-Numogate
Margaret Campbell, Balderson
Jean Casselman, Williamsburg
Minnetta Collins, Zion Line

Clara Davidson, Manstick

Jean Denniston, Burnstown
Marjorie Dugdale, North Russell
Mary Eckford, Zion Line

Jean Elliott, Bonnechere Valley
Hilda Geddes, Snow Road
Audrey Gretz, Zion Line

Frankie Higginson, Prescott
Mona Hill, Snake River

Mary Inglis, Russell Village
Gwen Kidd, Laurentian View
Viola Krause, Alice

Evelyn MacFarlane, Port Eimsley
Peggy McLeod, Bromley
Margaret MacPherson, McCrimmon
Eva Mitchell, Stewartsville
Christine Reabum, Westmeath
Josephine VanAlstine, Bethel

KINGSTON
Joan O'Shea, Wolfe Island

GREY BRUCE

Betty Dredge, Kemble

Louise Long, Walter's Falls
Blanche Martin, Massie
Margaret McArthur, Mount Hope
Jean McPherson, Massie

Gwen Mitchell, Annan

Margaret Quinton, Walter's Falls
Alice Richards, Arkwright

GUELPH
Irene Anderson, Elmhurst
Margaret Bolender, Woolwich Everfaithful

Marion Bracken, Little Ireland
Beth Bumnett, Belwood

Carol Cressman, Bloomingdale
Marjory Humphries, Walton
Lynn Lodge, Arkell

Winnifred Mann, Listowel West
Irene Maurer, Moorefield
Myrtle Reid, Coningsby

Agnes Reist, Helena Feasby
Mary Jane Wingfield, Ashgrove

HAMILTON

Marian Gates, Walsingham

Muriel Jenney, Langton

Mary Nelles, Sims Locks

Helen Pickard, Woodhouse

Jerinne Porteous, Community Builders
Helen Smith, Clanbrassil

Barbara Stones, Beamsville

Jean Tottle, Oakland

LONDON

Margaret Armstrong, Mt. Elgin
Dorothy Dobbie, Birr

Mary Liepmann, West Lome
Marian Mainprize, Wellbumn
Ruth Matheson, Brooksdale
Laurine McIntosh, Motherwell
Elizabeth Monteith, Elmgrove
Mary Nicklas, Princess Elizabeth
Ruth Skillings, Lakeside

NORTH CENTRAL
Charlotte Mercer, Star of the Narth

NORTHWESTERN

Anna-May Krassillowsky, Oxdrift
Nancy Murray, West Fort William
Alta Skene, Oxdrift

Tina Visser, Carpenter

NORTHERN

Bemnice Gates, Rosseau
Jean Johnson, Kipling
Gertrude Stephen, Phelps

SIMCOE

Leda Archer, Crossland

May Brown, Washago

Loreen Caldwell, Guthrie

Gertie Carruthers, Sunnidale Comers
Florence Downey, Little's Hill

Joy Larkey, Bond Head

Loreen Rice-Lucas, Mitchell-Square
Louise Wanless, New Flos

SOUTHWESTERN

Judy Clarke, Highgate

Anne McGugan, Sunny Brooke
Marion Neville, Shetland

Marcia Podolinsky, Sunny Brooke
Nola Tait, Aughrim

TRENT VALLEY

Audra Brickman, Rednersville
Edith Caims, Rednersville
Dorothy Hamden, Cold Springs
Cathy McCann, Codrington
Donna Russett, Wellman's
Phyllis Wight, Hillier
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