
J
ane starts the day armed with a hefty to-do list and a solid dose of
determination. She plans a quick
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Editorial Services provided by 
Jennifer Powell, The Excellent Writers
excellentwriters.com

Graphic Design by 
Tania Fine Helhoski, BirdDesign
www.birddesignstudio.com

Employee Development Office
Department of Human Resources  • 129 Lake Street
617.552.8532  • employee.development@bc.edu  • www.bc.edu/ed

Set Boundaries
Once you have your priorities, you need to focus on getting
those things done. The problem often is that t


