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My Goal

Decrease Task Time Increase Productivity 5



What is this?
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Adult Vs Child
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Human Vs Computer
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Role of Academicians

1. Research & Implementation
2. Teaching
3. Mentorship and Guidance
4. Institutional Development
5. Social Impact / CSR 
6. Academic Integrity
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Day to Day Tasks

1. Research
2. Subject Learning
3. Teaching
4. Mentoring
5. Evaluating
6. Communicating with Students / Parents
7. Data Management Work
8. Communication between Team / Faculty / Staff
9. Project Development
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How to Improve Day To Day Tasks

1. List down all tasks
2. Organize Tasks with Priority
3. Use of Task Management Systems to Track
4. Update Status and Change Order if necessary

12



What’s your Day to Day Tasks? 
which takes too much time?

Please share your Answers



Some Tools to Save time
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Google Alerts
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Google Keep - Task Management
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Word >> Mail Merge >> Outlook
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Microsoft Outlook
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Excel >> VBA
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Gmail Labels to Organize Email
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Gmail >> Filter
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Mobile >> Typing >> Click on Audio
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Google Docs >> Voice Typing
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WhatsApp Business Shortcut
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WhatsApp Business Label
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Google Chrome >> Extensions >> Prime Sender
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Google Docs Image to Text (OCR)
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Question and Answers Forum for Students/Faculty
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Live Streaming Software
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Popular Website to 
Integrate to our Projects
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Sharing Icons
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Google Analytics
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Live Chat
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Notifications
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Google Recaptcha
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Free Hosting Platforms 
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Free Hosting Platform
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Free Hosting Platform
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Amazon AWS
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Tools to make 
things happens 

easily.
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ChatGPT
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Google Gemini
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DeepSeek
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Feel free to ask Questions if any.

By Adarsh Patel, Arth Consultancy Services
https://arthconsultancyservices.com  / WhatsApp: 9375820283
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Disclaimer

All the logo/images/content represented here is for reference only. Copyright of the 
all logo/images/content is of website/company owner only.

All provided content is verified by the expert, But still we are not responsible if any 
code/error may arise using the given samples.

All website we have given for the reference only, We are not associated with any 
website. 


