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4Tips That
Will Help You
Prepare For
A Successful
New Year

i,

_

With the end of the year fast approaching, it's easy

to feel overwhelmed. The holidays are often the
busiest time of year and there’s the added pressure
of trying to finish up everything before December
J1st. What’s often overlooked, however, 15 the
valuable opportunity this time of year offers. The
last month of the year is the prime time to look
back at the previous 12 months and set goals for
the next 12.

There are four tasks that can help you set
yvourself up for business success in the upcoming
year. The more time you can spend on these tasks,
the better, but you don’t need a lot of time to see
results. If you dedicate as little as one hour each
week, you'll have completed all of the tasks by the
end of December.

# Review and reflect on the past 12 months.

The best thing about the end of the year 15 that
you're already primed and ready to be in reflection
mode. You're most likely starting to think about
MNew Years™ resolutions as well as reminiscing about
times past with your family and friends during
the holidays. Just as you reflect on your personal
life and set goals, you should do the same in your
career and business.

When reflecting, take a look back at both the

good and the bad sides of things. Take stock of

where you are in your career in regard to where
you want to be, evaluate what went well for you
professionally, and areas in which you can improve.
Ask your managers and colleagues for feedback as
well your own self-reflection, Be thorough in your
reflections, as the more detailed they are, the better
yvou'll be able to reflect on them. This directly
correlates to the next task.

# Make a game plan for the next 12 months.

Once you've done your reflecting, it’s time to
turn that into action. That action comes in the form
of setting goals. Create a broad goal for the entire

year, plus smaller goals that complement and help
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you reach your main goal. From there, create
an outline of how you'll reach those goals,
when you want to accomplish them, and ways
that you can ensure you stay on track. This
becomes your action plan for the year.

You'll want to revisit your goals and vour
action plan at least four times a year. Your goals
can change throughout the year for a number
of reasons. Perhaps you decided to change jobs
or got an unexpected promotion, or maybe you
were laid off. Your goals shouldn’t stay the
same 1f your circumstances have changed.

& Clean up yvour inbox.

An overflowing inbox is one of the biggest
sources of stress at work. Leave this stress
behind in the new year by starting off with a
fresh, uncluttered inbox. This is not the time
to simply select all of your emails and mark
them as read. Thoroughly go through your
messages keeping two things in mind — is it
urgent and can it be deleted? Reply right away
to any urgent messages and remove yourself
from email chains that you don’t need to be a
part of. From there, create filters to help keep
your inbox as clutter free as possible.

To keep this momentum going, don’t leave
your next big inbox clean up until the end of

the next year. Schedule a time to do it once
per month, or at least once per quarter. Inbox
zero 1s nearly impossible, but having control of
your inbox is well within reach.

4 Finish as many small tasks as possible.

The more small tasks you can check off
your to do list, the better you'll be prepared to
hit the ground running in the new year. Take
20 extra minutes to reply to emails or tie up
any loose ends on a project. File the paperwork
that you've been putting off. It's the little
things that matter the most in this case. Taking
care of those tasks will ensure that you start
the year off focusing on the bigger things and
not playing catch up. In other words, don’t
procrastinate and leave things until January.
Yes, this is much easier said than done, but it’s
also the most important.

If you're ready to take hit the ground
running next year, make time to complete each
of these tasks. Spread them out over the whole
month or tackle them all in one sitting, it’s up
to you. Completing them is all that matters.
Want an even better next 12 months? Make the
time to complete these tasks all year round.

Source: www forbes.com

Wireless




Hfghanl i 108 Edition W
Wireless January 2079

Things that

happen to
your body
when you

wait too long

to pee

NEOELADDER

As newborns, infants and toddlers, we eventually
start to learn how to control our bladders. Our brain
only knows that when we have to go, it’s time to
go, and for many of us, we’ll need to go around 6
or 7 times a day.

After some training we learn to control when
we go, and how long we're able wait before we get
to a bathroom. And sometimes we wait a little too
long. There may not be facilities nearby, or we're
just too busy. But holding 1t in isn’t necessarily a
bad thing, until it becomes a habit. That’s when
problems begin to arise, some more severe than
others.

# Your bladder can only take so much

Your bladder is only capable of holding so
much - roughly two cups of water (16 ounces) -
comfortably. For kids it’s even less: only four
ounces.

Think of your bladder as a muscle because,
well, that’s exactly what it is. When your bladder is
overworked, it can affect other things: for example,
your pelvic floor, Your pelvic floor muscle 1s what
controls whether or not you're going to keep urine
in, or let it out. (Imagine going back to your infant
days!) So, you want yvour bladder fo be in great
shape.

# Your brain won’t know it’s time to go

Believe it or not, the more you put off
emptying your bladder, the more it stretches out.
Dr. Chamandeep Bali, a naturopathic doctor at
the Toronto Naturopathic Health Clinic told the
Huffington Post that once the bladder stretches,
your brain can lose its ability to know when you
have to go.

That critical message your bladder sends to
your brain when it’s time to go, can go unnoticed.

@ You could actually pee your pants!

Now that would be embarrassing, and in my
opinion, could possibly be a worst-case scenario.
OB/GYN, Lauren Streicher M.D. told Redbook,
“As your bladder gets fuller and fuller, there’s a

7
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good chance you aren’t going to make it
to the bathroom on time.” Yikes!

Many of us have been there: that
“just barely made it” scenario, where the
bathroom line may have been just slightly
too long, after you sprinted to get there. It's
more likely to happen to young children
and the elderly, but that doesn’t mean
it can’t happen to vou if you push vour
bladder too far. (Cue the adult diapers!)

# vYou could get a U.T.L

About half of all women have had a
Urinary Tract Infection (UTI) at least
once in their lives. These infections
occur because bacteria has made its way
into the urinary tract, which then causes
symptoms like burning, the need to urinate
frequently, and pelvic pain, among others.

But UTI’s aren’t actually a direct result
of holding in your pee. If you don’t empty
your bladder enough, your body becomes
a breeding ground for bacteria which can
then cause a UTIL.

# Bacteria can create other problems

UTls aren’t the only thing
that can occur if bacteria makes
itself at home in your urinary
tract. Different adverse effects
can include further infections,
fever, pain, cramping, and more.
It's definitely a domino effect.
Save yourself the hassle and just
go!

# Other organs can become
damaged

Your bladder connects to your
urinary system, which includes
kidneys. The kidneys
create urine from the excess

your

water in the blood stream, and
by filtering waste. The Kidney

// 108 Edition
% January 20719
and Urology Foundation says that if urine
travels back up the tubes that connect
yvour bladder to your kidneys, it can cause
infections and kidney damage.
MNew York Urologist
Shteynshlvuger, M.D.
in an interview that in long term cases
of holding in your pee, elastic tissue
can become damaged and eventually be

Alex

also  explained

replaced by scar tissue, which then can
cause kidney damage down the road.

% Your muscles could stay clenched

Not only will you cause yourself
discomfort by holding in your urine, but
the muscle doing all the work can end up
staying clenched. Streicher explained, *1
see a lot of people who come in with lower
abdominal pain and think that something
15 seriously wrong, and one of the things
I look for is does the person have normal
bladder habits. And a lot of times, they
don’t. Well, that causes pain that may
stick around for awhile.”

Source: www.thelist.com/67668/happens
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There was a time when knowing how to program
was for the geekiest of geeks. That’s not exactly the
case today. As most entrepreneurs, freelancers and
marketers will tell you, learning how to program
can help you succeed. Over the past year, I've been
learning to code. It’s helped me to become a much
better entrepreneur -- | can dive in when my team
needs to fix a few bugs on the site.

You don’t even need to shell out a ton of money
or put yourself in debt to learn how to code, either.
These 12 places offer coding courses for free:

1. CodeAcademy

One of the most popular free places to learn coding
is CodeAcademy. In fact, more than 24 million
people have already learned how to code through
this educational company’s engaging experience. At

= CodeAcademy, you can dive right in and take courses
Sltes that teach you everything from HTML & CSS,
JavaScript, jQuery, PHP, Python and Ruby.
L}
That Will
2. Coursera
TeaCh You Founded in 2012, Coursera has grown into a

= major for-profit educational-technology company
COdll’lg that has offered more than 1,000 courses from 119
institutions. While you can pay for certain programs

fOI' Fl' ee to receive a certificate, there are a number of free




3
7/} 108* Edition [ J Afghan
A January 2019 J Wireless

HE
¥ KHANACADEMY

introductory programming courses in various
specializations from universities such as
the University of Washington, Stanford, the

based on the free courses offered by Stanford,
MIT, Carnegie Mellon, Berkeley and
Columbia. The program was then broken into
|5 courses: three introductory classes, seven

University of Toronto and Vanderbilt.

3. edX

EdX is another leading online-learning )
. . . core classes and five electives.
platform that is open source instead of for-
profit. It was founded by Harvard University

and MIT in 2012, so you know that you’ll learn

While you won’t actually receive credit, it’s
a perfect introductory program for prospective

5 C : Computer programmers.
about cutting-edge technologies and theories. FESSRE R
Today, edX includes 60 schools. You probably G
- : : 0. LsitHub

can’t go wrong with the free Introduction to _

. . . . Sometimes, you need to recall a reference
Computer Science from Harvard University. .
book when you’re stuck on a problem. That’s
GitHub. You can find more than 500 free

4. Udemy )
: programming books that cover more than

Founded in 2010, Udemy is an online

; > 80 different programming languages on the
learning platform that can be used as a way Prog £ THIEHaE

popular web-based Git repository hosting
service, which means that it’s frequently
updated by collaborators.

to improve or leam job skills. While there are
courses you have to pay for, there are plenty
of free programming courses, which are taught
via video lessons, such as Programming for 2 MIT Open Courseware
Entrepreneurs - HTML & CSS or Introduction e sinstaatatiba

: If vou've already learned the basics, and
to Python Programming. i :

went to get into something a bit heavier--
_ . such as exploring the theory behind coding
5. aGupieWare SE
-- take advantage of MIT’s free courseware

AGupieWare is an independent app . : ,
developet. thit ‘sutveyed ‘computer-scietics site that includes classes such as Introduction
L : ) to Computer Science and Programming,
programs from some of the leading institutions

: : o : Introduction to Programming in Java and
in the U.S. It then created a similar curriculum g = ?
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Practical Programming in C.

8. Hack.pledge()

This is a community of developers, which
include some high-profile developers such as
Bram Cohen, the inventor of BitTorrent. There,
you can perfect your programming skills by
learning from some of the leading developers
in the world.

9. Code Avengers

Based out of New Zealand, Code Avengers
provides fun and interactive programming
courses that will teach you how to code
games, apps and web sites using JavaScript,
HTML and CSS. Each course takes just 12
hours to complete and is available in English,
Russian, Dutch, Spanish, Italian, Turkish and
Portuguese,

10. Khan Academy

Created in 2006 by educator Salman
Khan, Khan Academy is one of the original
free online-learning institutions. With step-
by-step video tutorials, you can learn how
to program drawings, animations and games

_

using  JavaScript and
ProcessinglS, or leam how
to create webpages with
HTML and CSS.

11. Free Food Camp
Here you'll learn
I HTML35, CSS83, JavaScript,
Databases, DevTools, Node.
18, Angularjs and Agile
by networking and joining a community of
professionals and students. You'll even work
together on your coding skills so that you can
build apps for free. Here’s the catch: you're
learning those skills and building helps to help
solve real-world problems. Code 1s available

to nonprofits.

12. HTMLS Rocks

This Google project launched in 2010 to
counter Apple’s HTMLS5. The site is full of
tutorials, resources and the latest HTML3
updates. It’s open source, so developers can
play around with HTMLS5 code. Because this is
more advanced than most introductory courses,
you may want to gain some knowledge and
experience before jumping in.

Learning code used to require access fto
expensive books and classes, but no longer.
| highly recommend that every entreprencur
learns to code. Still wondering if you need
to code? Here is a programmer guide 1 put
together to show vou every step | took to
become an entreprencur that codes!

Source: www.entrepreneur.com/article
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Tools to Help Your Team
Collaborate Better Than Ever

Make sure you get the most out of in-house
and remote teams with these effective tools.

Collaboration can mean the difference
between success or failure in an organization.
In fact, one survey found that 86 percent of
people attribute workplace failures to lack of
collaboration.

In today’s era of distributed teams and
reinote workers, technology plays an essential
role in collaboration; it can shake up the
status quo in a good way. For instance, tools
employing artificial intelligence remove the
drudgery and add predictive suggestions,
making collaboration faster and easier. And
today there are new types of collaboration
tools which weren’t around a few years ago.

Here are five collaboration tools that will
disrupt your business in the best way possible.

# Video Conferencing Tools

Not that long ago, video conferencing was
hard to set up and thus used infrequently. Fast
forward to today, and it’s becoming a routine
way of collaborating. Some small businesses
and departments use it daily, because the

cost of the apps has come down, bandwidth
and network speed has increased making
connectivity more reliable, and the ease of use
has improved.

The best part is, today's video conferencing
tools are nearly device agnostic. You can
now participate in a conference on your
smartphone, tablet, computer, or television.
Popular tools include WebEx and Zoom which
are full featured solutions for businesses of all
sizes. GoToMeeting, Join.me, and Skype for
Business are alternatives. And if you want to
disrupt things even further, share your video
meeting with a group on Facebook Live -
apps like Zoom let you broadcast instantly to
your Facebook Page.

# Voice Collaboration Tools

There are multiple times throughout the
day when you just need a fast answer from
someone. But what if you're on another floor
or in another town?

Sure, you can pick up vyour landline or
smartphone, or send an email, but then you
may get voicemail or have to wait hours for
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a reply. Today's enterprising entrepreneurs
instead turn to cloud voice messaging
applications. These applications can remain
open and persistent on your desktop while
you work. They typically show whether the
person you want to reach is available, and
they offer both instant text messaging and
voice calling.

Add in the ability to share screens and
send files, and they're easier to use than
email or phone calls when you need fast
answers throughout the day. Nextiva has such
an application for fast voice collaboration,
but you can also take a look at Skype and
GoogleHangouts. Voice collaboration tools
like these make your company nimbler and
faster--minimizing countless small delays
each day.

@ Project Collaboration Tools

The earliest project management tools
were essentially glorified calendars and
spreadsheets, mainly used to track deadlines
and responsibilities. Today’s  project
management tools still help manage deadlines
and responsibilities, but do much more
by integrating sophisticated collaboration
features, including shared file storage, places
for team members to leave comments and
ask questions, as well as instant messaging,
screen sharing and conferencing--all in one
virtual workspace.

These improved tools can bring team
members together no matter how spread out
in the real world. so everyone knows what
everyone else is doing with scheduling,
communications, file management and
coordination features in a single dashboard.
Slackrevolutionized this space by taking the
friction out of project workflows, through
collaboration features. Trello and Basecamp

)

also place heavy emphasis on collaboration.

% Visual Design Collaboration Tools

Are you still going through the time-
consuming process of back and forth
calling, traveling and lugging around
blueprints and sketchbooks, or individually
emailing mockups? Whether you are a
developer designing a website or an app,
or a photographer, architect, landscaper or
interior designer, visual design collaboration
tools have the power to transform how you
work with clients.

One of the challenges
professionals face is finding common
ground with their clients and other team
members during the iterative design process.
Effortless collaboration and the ability
to easily obtain feedback on wvisual work
product is key.GoVisually, InVision, Mural,
Concept Board, and Prevue are examples of
today’s visual design collaboration tools.

# Mobile Collaboration

Today’s mobile collaboration solutions
are able to exploit features on smartphones
and tablets so you can collaborate from
almost anywhere.

You can push email, contacts, calendar,
and tasks with continuous sync across
devices while monitoring projects and
assigning and sharing tasks on the spot.
Avaya Mobile Collaboration and IBM
Mobile Collaboration Services offer robust
solutions, but you can also try 8X8, Asana
and Huddle for more affordable options.

Finally,
collaboration solutions in the marketplace.
Do some research into what’s available and

creative

remember there are many

you might just change the way you and your
team work with others--for the better.

Source: hitps://www.inc.com/comcast
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“The best of both worlds’ — means you can
enjoy two different opportunities at the same
time.

“By working part-time and looking after her kids
two days a week she managed to get the best of
both worlds.”

2. ‘Speak of the devil’ -
person you're just talking about actually turns
up at that moment.

“Hi Tom, speak of the devil, I was just telling
Sara about your new car.”

3. *See eye to eye’ — this means agreeing with
S0Meone.

“They finally saw eye to eye on the business
deal.”

4, *Once in a blue moon’
infrequently.

“I only go to the cinema once in a blue moon.™
5. "When pigs fly’ — something that will never
happen.

“When pigs fly she’ll tidy up her room.”

6. “To cost an arm and a leg’- something is very
expensive.

“Fuel these days costs and arm and a leg.”

7. “A piece of cake’- something is very easy.
“The English test was a piece of cake.”

8. ‘Let the cat out of the bag’ - to accidentally
reveal a secret.

“I let the cat out of the bag about their wedding
plans.”

this means that the

an event that happens

ommmmmmnini
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9. “To feel under the weather’ — to not feel well.
“I'm really feeling under the weather today; I
have a terrible cold.”

10. *To kill two birds with one stone” — to solve
two problems at once.

“By taking my dad on holiday, 1 killed two birds
with one stone. | got to go away but also spend
time with him."”

11. “To cut comners”
cheaply.

“They really cut comers when they built this
bathroom; the shower is leaking.”

12. *To add insult to injury” - to make a situation
worse,

“To add insult to injury the car drove off without
stopping after knocking me off my bike.”

13. “You can’t judge a book by its cover’ — to
not judge someone or something based solely on
appearance.

“I thought this no-brand bread would be horrible;
turns out you can’t judge a book by its cover.”
14. *Break a leg” — means “good luck’ (often said
to actors before they go on stage).

“Break a leg Sam, I'm sure your performance
will be great.”

15. *To hit the nail on the head’ — to describe
exactly what is causing a situation or problem.
“He hit the nail on the head when he said this

~ to do something badly or

Source: www.englishlive.ef.com

company needs more HR support.”
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