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Write Your Own Job Description
What are the TOP 3 THINGS that are the most important for you to accomplish each week:

	 1.

	 2.

	 3.

What are the NEXT 3 PRIORITIES you need to focus on each week?

	 1.

	 2.

	 3.

What are the NEXT 3 THINGS you should look at every other week?

	 1.

	 2.

	 3.

What important tasks should you delegate to someone else to oversee?

	 1.

	 2.

	 3.

What should be given annual attention?

	 1. _______________________________________________________________________________

		  During what month(s)? ____________________

	 2. _______________________________________________________________________________

		  During what month(s)? ____________________

	 3. _______________________________________________________________________________

		  During what month(s)? ____________________

What areas of responsibility need help?

	 1.

	 2.

	 3.
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