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ARE YOUR WORKING RELATIONSHIPS WORKING AGAINST YOU? To achieve your goals and get ahead, you need to rally people
behind you and your ideas. But how do you do that when you lack formal authority? Or when you have a boss who gets in your
way? Or when you’re juggling others’ needs at the expense of your own? By managing up, down, and across the organization.
Your success depends on it, whether you’re a young professional or an experienced leader. The HBR Guide to Managing Up
and Across will help you: Advance your agenda—and your career—with smarter networking Build relationships that bring
targets and deadlines within reach Persuade decision makers to champion your initiatives Collaborate more effectively with
colleagues Deal with new, challenging, or incompetent bosses Navigate office politics

Intelligence is used daily by law enforcement personnel across the world in operations to combat terrorism and drugs and to
assist in investigating serious and organized crime. Managing Intelligence: A Guide for Law Enforcement Professionals is
designed to assist practitioners and agencies build an efficient system to gather and manage intelligence effectively and
lawfully in line with the principles of intelligence-led policing. Research for this book draws from discussions with hundreds of
officers in different agencies, roles, and ranks from the UK, United States, Australia, New Zealand, and Canada. Highlighting
common misunderstandings in law enforcement about intelligence, the book discusses the origins of these misunderstandings
and puts intelligence in context with other policing models. It looks at human rights and ethical considerations as well as
some of the psychological factors that inhibit effective intelligence management. With practical tips about problems likely to
be encountered and their solutions, the book describes the "how to" of building an intelligence management system. It
discusses analysis and the various methods of collecting information for intelligence purposes and concludes with a discussion
of future issues for intelligence in law enforcement. Written by a practitioner with more than 30 years experience working in
intelligence and law enforcement, the book helps professionals determine if what they are doing is working and gives them
practical tips on how to improve. Based upon real-world empirical research, the book addresses gaps in current law
enforcement procedures and integrates theory with practice to provide an optimum learning experience exploring the benefits
of intelligence-led policing.
Proven strategies and tactics that you can use to lead workers to safety Industrial facilities supervisors, from front-line
managers to CEOs, can depend on Alive and Well at the End of the Day for tested and proven management and leadership
practices that ensure the safety of their workers. With more than thirty years of hands-on experience in the chemical industry,
including front-line management, author Paul Balmert understands the challenges facing supervisors in industrial facilities.
His advice, based on firsthand experience, shows you how to identify and correct flaws in industrial practices. Moreover, he
shows you how to lead by example, overcoming all obstacles that interfere with safety. Rather than focus on theory, this book
offers concrete strategies and tactics that enable you to: Recognize and capitalize on the moments when workers are most
receptive to learning safety Discover what's really going on when you tour and inspect plant operations Engage in a helpful
discussion with someone who is not following safety guidelines Understand the various types of risk involved in an industrial
operation Implement a comprehensive strategy to manage and minimize risk Throughout the book, plenty of case studies and
examples illustrate key challenges alongside step-by-step solutions. You'll also learn how to understand and leverage the
psychology and motivations of your staff in order to fully implement safety practices and procedures. In short, with this book
as your guide, you will be equipped and ready to lead your staff to safety.
Start a successful online business—and be your own boss! Being an online entrepreneur means more than just building a
website—and this book breaks down everything you need to know to be successful. Inside, you'll get plain-English
explanations and easy-to-follow instruction on online business basics, legal and accounting issues, website design, Internet
security, boosting sales, e-commerce, and so much more. While the ideas and concepts behind starting an online business are
tried and true, the tools available to entrepreneurs change and evolve quickly—and often. Starting an Online Business All-inOne For Dummies gets you up to speed on the best new tools, resources, and communities, and shows you how to best
leverage them to up your chances of success. Discover your niche and create a business plan Design your website and
storefront Increase your reach and market with social media Choose the best web host for your needs If you're a budding
entrepreneur with dreams of running your own online business, this book has everything you need to get started and grow
your company to extraordinary heights!
This is a short, accessible and practical guide to running venues which are in the business of hosting events. Using honest
guidance peppered with the author’s real-life situational anecdotes to contextualise the topics, the book is logically structured
around the key stages of event management: pre-event, onsite and post-event. Topics covered include developing the client
relationship, marketing, financial accountability, risk, interdepartmental communication, onsite procedures and post-event
evaluation. This is a fundamental resource for all event management and hospitality students. It is also a book for anybody
who manages a venue or is a venue event manager. The Practical Guide to Managing Event Venues makes the business of
venue management appealing, understandable and achievable.
Don't wait for someone else to manage your career. Career paths are far from straightforward. HBR Guides to Managing Your
Career Collection offers the ideas and strategies to help you take charge of your career and reach your highest potential--both
in and outside of work. Included in this six-book set are HBR Guide to Your Professional Growth, HBR Guide to Work-Life
Balance, HBR Guide to Getting the Mentoring You Need, HBR Guide to Managing Up and Across, HBR Guide to Office Politics,
and HBR Guide to Changing Your Career. You'll learn how to: Clarify your professional passions Think strategically about
career changes Recognize when it's time for a new challenge Find the right mentors to help you grow and move ahead Set
boundaries and manage your time Deal with difficult managersNavigate your work culture and its politics The workplace is a
complex arena to navigate, yet with advice from HBR's experts, you will be able to surpass any professional obstacle. No
matter where you are in your career, the HBR Guides to Managing Your Career Collection will help you plan your next steps
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and push yourself forward to the next level.

Managing Risk in Organizations offers a proven framework forhandling risks across all types of organizations. In
thiscomprehensive resource, David Frame—a leading expert in riskmanagement—examines the risks routinely encountered
inbusiness, offers prescriptions to assess the effects of variousrisks, and shows how to develop effective strategies to cope
withrisks. In addition, the book is filled with practical tools andtechniques used by professional risk practitioners that can
bereadily applied by project managers, financial managers, and anymanager or consultant who deals with risk within an
organization.Managing Risk in Organizations is filled with illustrativecase studies and Outlines the various types of risk—pure,
operational,project, technical, business, and political Reveals what risk management can and cannot accomplish Shows how to
organize risk management efforts to conduct riskassessments, manage crises, and recover from disasters Includes a
systematic risk management processrisk managementplanning, risk identification, qualitative impact analysis,quantitative
impact analysis, risk response planning, andmonitoring control Provides quantitative and qualitative tools to identify
andhandle risks This much-needed book will enable organizations to take riskseriously and act proactively.
A unique guidebook, this collection of discussions on South African public policy focuses on the implementation and
management of sound policies in addition to the traditional talks on the creation of such guidelines. An examination of the
introduction of South African public policies that can be sustained over a long period of time is also included.
According to Dr. Stephen Marcone, personal management is still the weakest link in a music business that operates by
fragmenting its product. This comprehensive new edition: includes an updated recording agreement with current industry
language and a sample merchandising agreement; takes into account the many changes in concert promotion; and features
descriptions of new legal battles. Use this book as a helpful reference for: touring, publicity, contracts, marketing,
trademarks, copyrighting, enhancing creativity and much more. "Straight-forward and up-to-date, this is an easy-tounderstand and all-encompassing primer for aspiring bands and managers." - Walter O'Brien, Owner, Concrete Management,
Inc. (manager of Pantera and others) Dr. Stephen Marcone is Director of Music Graduate Studies and Professor of Music at
William Paterson University in Wayne, New Jersey.
"Why getting results should be every nonprofit manager's first priorityA nonprofit manager's fundamental job is to get results,
sustained over time, rather than boost morale or promote staff development. This is a shift from the tenor of many
management books, particularly in the nonprofit world. Managing to Change the World is designed to teach new and
experienced nonprofit managers the fundamental skills of effective management, including: Managing specific tasks and
broader responsibilities; Setting clear goals and holding people accountable to them; creating a results-oriented culture;
hiring, developing, and retaining a staff of superstars. Offers nonprofit managers a clear guide to the most effective
management skills: addressing performance problems and dismissing staffers who fall short Shows how to address
performance problems, dismiss staffers who fall short, and the right way to exercising authority Give guidance for managing
time wisely and offers suggestions for staying in sync with yourboss and managing up This important resource contains 41
resources and downloadable tools that can be implemented immediately"-"Beginning with an explanation of the natural processes governing forest development, the authors present active steps you
can take to guide your woodland toward a state of health and beauty and sustainably produce one of the world's greatest
renewable resources -- wood."--P. [4] of cover.
A Comprehensive and Practical Guide to Clinical Trials provides an overview of the entire process of clinical research in one
thorough and easy-to-read handbook that offers those involved in clinical research a clear understanding of how the
components of a study are related. It focuses on the practical aspects of the preparation and execution of a clinical trial and
offers tools and resources to help the entire team understand how their responsibilities tie together with the tasks and duties
of other members. This allows for better planning and prioritization, and can lead to more effective and successful clinical
trials. With practical examples, checklists and forms, this book is a useful guide for planning and conducting clinical trials
from beginning to end. Describes the entire clinical trial management process from start to finish in a step-by-step guide
Provides best practice elements, including case studies, practical examples, activities, and checklists Accompanied by a
website with PowerPoint slides and an image bank
The ultimate property management guide for the do-it-yourself landlord! Written for the millions of landlords who own a
single-family home, condo, or small (less than four unit) multiplex, Every Landlord’s Guide to Managing Property helps them
learn how to keep their day job and manage their properties (and tenants) on the side. It provides the best practical and legal
compliance advice for small-time landlords who want to manage and grow a successful rental property business with a
personalized approach and minimal hassle and cost. Every Landlord’s Guide to Managing Property focuses on everyday skills
the do-it-yourself landlord needs, including property oversight and maintenance, effective communication with tenants, and
general management. It covers a wide range of topics, such as how to: market and differentiate your rental units from the
competition handle nitty-gritty maintenance—from snow removal to toilet clogs to painting screen and deal with tenant issues
like late rent payments, pet problems, clutter, unauthorized occupants, and other conflicts track income and expenses for
filing taxes and completing Schedule E hire and work with outside contractors, lawyers, and other help, and much more.
The progressive buffet that this debut publication presents is not for the faint of heart. The rule of thumb quite simply put
breaks down like this: If you can't roll with the Progressive Negotiators, stay in the slow lane! With more than a million miles
on American roadways, having faced travel conditions from extreme to delightful, he makes this book difficult to put down
because he says how we all have felt at one time or another while behind the wheel. This publication will inform, arrest,
educate, alleviate, and indoctrinate the masses of folks who desperately need a Drive-By' guide for the new millennium. This
is IT! This book needs to be placed in the hands of anyone about to start driving, anyone who has been driving, and anyone
thinking about driving one day in the future. This How To, What Is, and What Isn't' book is for all those folks, and several
million more. Test drive this book like no other. It'll MOOOVE your heart, mind, body and Soul!!
How can Millennials become successful managers and leaders? In our 20s and 30s, once we learn the basics of navigating the
world of work, many of us start moving into management and leadership positions. Today's Millennials are also still striving to
identify who they are, what they want, and how to get it. Millennials' Guide to Management and Leadership helps Millennials
launch to become skilled managers and leaders who are prepared to tackle the complex problems of the future. In the next
decade, Millennials will become 60% of the U.S. workforce. Clinical psychologist Jennifer P. Wisdom, author of Millennials'
Guide to Work, expands her practical Millennials' Guides series by helping Millennials take the reins and become successful,
respected, and effective managers and leaders. This practical guide includes: -- Advice on overcoming more than 80 workplace
challenges -- Strategies in growing into management and leadership roles -- Tips for managing your staff and managing your
boss -- An action plan for accomplishing your work and life goals
A cliche it may be but we are living in ever more turbulent times. Business decision-making has become more challenging and
unpredictable than ever: we see unforeseen and often cataclysmic changes in consumer demand, both at home and in export
markets; customers continue to demand more, more quickly and for less; new laws and regulations abound; competitors steal
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loyal customers; and, increasingly, the advice that once could be found from a 'Small Business Adviser' has been replaced by a
call centre. Hand in hand with these challenges, the risks associated with expansion, or a new strategy, have grown
significantly. In the context of a small business, where a manager has not necessarily had the breadth of experience of
someone in a larger organization or formal management learning, they can seem extremely daunting. This book addresses the
issues confronting managers/owners of SMEs by providing practical, jargon-free advice on which a SME can create a sound
platform from which to prosper. * Uncomplicated and jargon free to appeal to the SME director or manager who has little time
to read * Can be used as a continuous read or a source of ides for dealing with the day-to-day problems of running and
growing a small business * Based on the practical experience of the authors with examples taken from consulting practice
Workers' compensation causes headaches throughout all levels of an organization. Injuries affect production, costs, and
morale. Managing Workers' Compensation: A Guide to Injury Reduction and Effective Claim Management lays out - in logical
order - management and safety procedures that reduce injuries and the aggravation that follows. The authors cover hiring,
training, and managing employees with injury avoidance in mind. They provide a blueprint for dealing with injured employees
and their families, and for determining the correct time for the employee to return to work. The book discusses the allimportant issues of fraud, modified duty, substance abuse testing and accident investigations. It also provides guidance for
managing your organization's safety efforts in a manner that targets workers' compensation cost control as one of its major
objectives. In addition to comprehensive coverage of workers' compensation, the book gives you a thorough explanation of
additional sources of assistance, including the availability and utility of Internet safety resources, a complete listing of state
workers' compensation agencies, and sample checklists that help you evaluate your workplace. Although workers'
compensation laws vary from state-to-state, the principles behind the system and the ability of employers to influence their
own premiums remain consistent. By gaining a thorough understanding of these principles and implementing proven cost
control strategies, you can realize substantial savings. Managing Workers' Compensation: A Guide to Injury Reduction and
Effective Claim Management explains the process by which premiums are calculated and shows how you can impact favorably - the amount your organization pays in premiums.
Managing (Right) for the First Time is intended as a field guide for first time managers, or for managers who want to begin
doing a better job. The author worked closely with 600+ companies and interviewed more than 10,000 employees, then
summarized the findings in an interesting and eminently readable form. Read this book and you're likely to understand
management and leadership like you never have before, but also learn very practical steps toward becoming a better manager
and leader.
The updated third edition of this popular book offers a clear and detailed overview of the postproduction process, showing
readers how to manage each step in taking a film, TV, or media project from production to final delivery, from scheduling and
budgeting through editing, sound, visual effects, and more. Accessibly written for producers, post supervisors, filmmakers,
and students and extensively updated to address current digital and file-based industry practices, The Guide to Managing
Postproduction for Film, TV, and Digital Distribution helps the reader to understand the new worlds of accessibility,
deliverables, license requirements, legal considerations, and acquisitions involved in postproduction, including the ins and
outs of piracy management and archiving. This edition addresses the standards for theatrical and digital distribution,
network, cable and pay TV, as well as spotlights internet streaming and various delivery methods for specialty screenings,
projection large format (PLF), and formats including 3D, virtual reality and augmented reality.
'A very valuable resource for busy leaders to dip in and out of as time allows.' - Dr Mark Pegg, Chief Executive, Leadership
Foundation for Higher Education 'Clear and concise with great anecdotes and oozing with experience.' -Dr K. D. Akabusi, MBE,
MA, FPSA, Executive Director, The Akabusi Company Coaching, motivating, team building and influencing are all essential
tools for getting the most out of the people around you. Commonly described as ‘soft skills’, there’s nothing soft about the
impact they will have on your business performance. This book is your toolkit for managing yourself, facilitating team
performance and surviving and thriving in times of change. Step up your management skills now to get the business results
you need.
Today's managers often find themselves thrust into HR-type situations presenting both challenge and opportunity, often
struggling to make the right decisions for the business and for the people involved. Managing to Manage provides the
essential understanding to cope with the core demands of people management, grounding the advice in clear examples and
familiar situations. Split into two parts, the book explains the role of the manager and then demonstrates how to fulfil that
role, taking a practical, hands-on approach. It's packed with unique key concepts, which guide the manager through essential
skills, while forming a quick reference guide for the rest of their careers. Managing to Manage is a comprehensive, practical
guide tackling all challenges of managing people at work.
Research funders in the UK, USA and across Europe are implementing data management and sharing policies to maximize
openness of data, transparency and accountability of the research they support. Written by experts from the UK Data Archive
with over 20 years experience, this book gives post-graduate students, researchers and research support staff the data
management skills required in today’s changing research environment. The book features guidance on: how to plan your
research using a data management checklist how to format and organize data how to store and transfer data research ethics
and privacy in data sharing and intellectual property rights data strategies for collaborative research how to publish and cite
data how to make use of other people’s research data, illustrated with six real-life case studies of data use.
It explains the fundamentals of research in the management sciences in a logical way and describes the research process in
detail. An outstanding feature of the book is the explanation of the role of research design in both the qualitative and
quantitative traditions of research.
Collections management can be a daunting task for volunteers and employees alike. Archives for the Lay Person provides
practical, step-by-step guidance for those managing all facets of archival collections at small organizations.
In order to make an effective contribution, HR specialists have to be good at management, leadership and developing
themselves and others. However in addition, they need to be aware of the management and business considerations that
affect their work. Armstrong's Handbook of Management and Leadership provides guidance on the processes of management
and leadership with particular reference to what managers and aspiring managers need to know and do to make a difference.
This new edition is the only book that covers in one volume the new Leading, Managing and Developing People and
Developing Skills for Business Leadership modules, which are part of the Chartered Institute of Personnel and Development's
Leadership and Management Standards. Online supporting resources for this book include lecture slides for each chapter,
flashcards and case studies with exercises.
To support the broadening spectrum of project delivery approaches, PMI is offering A Guide to the Project Management Body
of Knowledge (PMBOK® Guide) – Sixth Edition as a bundle with its latest, the Agile Practice Guide. The PMBOK® Guide – Sixth
Edition now contains detailed information about agile; while the Agile Practice Guide, created in partnership with Agile
Alliance®, serves as a bridge to connect waterfall and agile. Together they are a powerful tool for project managers. The
PMBOK® Guide – Sixth Edition – PMI's flagship publication has been updated to reflect the latest good practices in project
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management. New to the Sixth Edition, each knowledge area will contain a section entitled Approaches for Agile, Iterative and
Adaptive Environments, describing how these practices integrate in project settings. It will also contain more emphasis on
strategic and business knowledge—including discussion of project management business documents—and information on the
PMI Talent Triangle™ and the essential skills for success in today's market. Agile Practice Guide has been developed as a
resource to understand, evaluate, and use agile and hybrid agile approaches. This practice guide provides guidance on when,
where, and how to apply agile approaches and provides practical tools for practitioners and organizations wanting to increase
agility. This practice guide is aligned with other PMI standards, including A Guide to the Project Management Body of
Knowledge (PMBOK® Guide) – Sixth Edition, and was developed as the result of collaboration between the Project
Management Institute and the Agile Alliance.
This book provides professionals with the confidence and know-how to build a complete substance misuse management
programme and deliver it within their respective workplace, regardless of sector or discipline. Organizations are frequently in
the dark about their rights and obligations where substance misuse takes place in their workplace, affects performance or
employee wellbeing, or in extreme cases has a devastating impact on both the company and its employees. There is no formal
training for HR, Occupational Health or Health and Safety professionals, solicitors, union representatives and many more
situations. This book is written in such a way that as to help those professions, as well as individuals, understand the step-bystep process for building a complete workplace substance and alcohol misuse programme. Managing Workplace Substance
Misuse is written by the UK’s only registered expert witness for substance misuse policy writing, implementation and
mediation. With decades of expertise and first-hand experience of implementing effective policies in some of the UK and
world’s biggest organizations, Trevor Hall helps all organizations navigate this complex problem, offering consultancy advice
and a roadmap to policy development and its implementation, providing you with a comprehensive consultancy in one volume.
He explains, too, the central role industry and commerce plays in the identification of substance misuse and the rehabilitation
of staff, as well as what organizations can do to protect themselves from the culpability of getting things wrong in a litigious
society.
Today's marketplace is fueled by knowledge. Yet organizing systematically to leverage knowledge remains a challenge.
Leading companies have discovered that technology is not enough, and that cultivating communities of practice is the
keystone of an effective knowledge strategy. Communities of practice come together around common interests and expertisewhether they consist of first-line managers or customer service representatives, neurosurgeons or software programmers,
city managers or home-improvement amateurs. They create, share, and apply knowledge within and across the boundaries of
teams, business units, and even entire companies-providing a concrete path toward creating a true knowledge organization.
In Cultivating Communities of Practice, Etienne Wenger, Richard McDermott, and William M. Snyder argue that while
communities form naturally, organizations need to become more proactive and systematic about developing and integrating
them into their strategy. This book provides practical models and methods for stewarding these communities to reach their
full potential-without squelching the inner drive that makes them so valuable. Through in-depth cases from firms such as
DaimlerChrysler, McKinsey & Company, Shell, and the World Bank, the authors demonstrate how communities of practice can
be leveraged to drive overall company strategy, generate new business opportunities, tie personal development to corporate
goals, transfer best practices, and recruit and retain top talent. They define the unique features of these communities and
outline principles for nurturing their essential elements. They provide guidelines to support communities of practice through
their major stages of development, address the potential downsides of communities, and discuss the specific challenges of
distributed communities. And they show how to recognize the value created by communities of practice and how to build a
corporate knowledge strategy around them. Essential reading for any leader in today's knowledge economy, this is the
definitive guide to developing communities of practice for the benefit-and long-term success-of organizations and the
individuals who work in them. Etienne Wenger is a renowned expert and consultant on knowledge management and
communities of practice in San Juan, California. Richard McDermott is a leading expert of organization and community
development in Boulder, Colorado. William M. Snyder is a founding partner of Social Capital Group, in Cambridge,
Massachusetts.
A Guide to Leadership and Management in Higher Education shares an innovative approach to supervision, leadership, and
management in the higher education workplace. Drawing from humanism and positive psychology, Fitch and Van Brunt weave
together a compelling narrative for managing employees across generational differences. This book shares key leadership
lessons and advice on how to inspire creativity, increase efficiency, and tap into the talents of your diverse, multigenerational staff. This guide offers practical and detailed advice on establishing new relationships, setting expectations,
encouraging accountability, addressing conflict, and supervising difficult staff. Focusing on how to build and strengthen
connections through genuineness and empathic caring, this book provides important guidance for today’s college and
university leaders.
This updated and exciting fourth edition of Managing People: A Practical Guide for Front-Line Managers addresses the
growing needs of front-line managers who are not themselves specialists in personnel management but whose roles require
them to have these skills. A growing trend over the last two decades has given these managers an increasing amount of
responsibility of direct line management, which can be extremely challenging especially if the correct training is not given.
This book examines how the different parts of managing people fit together, whilst acknowledging that different contexts
require different approaches and recognizing ongoing organizational, environmental and legal changes that affect the
employment framework. It recognizes the rapidly changing context in which modern front-line managers have to operate and
acknowledges the increasing expectations of good leadership as a necessity. However, the book also emphasizes the need for
front-line managers to understand themselves, their own management styles and attitudes, together with the importance of
empathy in appreciating the perspectives of the staff that work under them. Managing People: A Practical Guide for Front-Line
Managers is designed for both new managers and for NVQ/SVQ Level 4 students. It is also appropriate for the first stages of
Foundation Degrees and for HND courses combining academic study with workplace learning.
Are you suffering from work-related stress? Feeling overwhelmed, exhausted, and short-tempered at work—and at home?
Then you may have too much stress in your life. Stress is a serious problem that impacts not only your mental and physical
health, but also your loved ones and your organization. So what can you do to address it? The HBR Guide to Managing Stress
at Work will help you find a sustainable solution. It will help you reach the goal of getting on an even keel—and staying there.
You’ll learn how to: • Harness stress so it spurs, not hinders, productivity • Create realistic and manageable routines • Aim for
progress, not perfection • Make the case for a flexible schedule • Ease the physical tension of spending too much time at your
computer • Renew yourself physically, mentally, and emotionally
The how-to guide to tackling business growth problems head on Responding effectively to the demands of a growing
company, regardless of size, is one of the great challenges facing businesses in this increasingly competitive climate.
Successful growth requires careful attention to the robustness of organizational structure and systems as well as reconciling
the different speeds at which different division within a company may develop. Guide to Managing Growth is one of the first
and only books to explicitly address these challenges, and help prepare business leaders to grow their business in productive,
successful ways. Written by Rupert Merson of the London Business School Business growth needs intelligent and sensitive
management Applicable to all types of business: young or more mature, small or substantial Examines the change growth
brings to every aspect of the business -- people management, marketing, customer and client management, financial
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management, organizational design, and performance management and measurement Jargon-free and to the point, Guide to
Managing Growth explores the different aspects of growth and outlines strategies and tactics that will enable businesses to
address the issues they face and move forward to a bigger and even more successful future.
One of the hardest challenges in anyone’s career is transitioning from being a employee responsible solely for one’s own work
to a manager responsible for others’ performance. New managers face the stress of giving up control while needing to drive
results through others. Many of the more than 80 million members of the Millennial generation are facing the challenge of
managing others without a guide to success specifically tailored to them. The Young Professional’s Guide to Managing fills
this void with a mix of relevant tips and stories, and a connection to rich online resources. It is an essential guide for all new
managers and emerging leaders, providing important insights, including: How to successfully transition to being a manager,
from the very first day The 10 skills all young professionals must develop to thrive as STAR managers Managing people of
different generations How to hire, develop, and lead teams to incredible results Advanced strategies for young managers,
including how to fire underperforming employees and how to squash office politics.
This book fills a gap in the training of educational leaders by orienting them to the vitally important business operations
required to run a school including personnel, finances, and risk.
Learn how to get sober—and stay that way Getting and staying sober provides a special set of challenges for professional
people—physicians, lawyers, corporate CEOs, accountants, and others—who drive themselves to achieve and succeed in highpressure surroundings. Managing Your Recovery from Addiction applies business approaches and ideas to the process of
planning, implementing, and carrying out programs that really work for professionals in their first year of recovery. This
unique self-help book provides guidance to impaired executives and professionals seeking recovery through inpatient and
outpatient care, setting strategies for managing conflict, dealing with changing emotions and moods, and developing a solid
spiritual program. Managing Your Recovery from Addiction helps professionals develop both short- and long-term programs
for dealing with the challenges of maintaining sobriety. The book is based on the authors’ extensive experience treating
impaired business personnel in a variety of settings, including the Caron Treatment Centers and Lifeworks of London, England,
an internationally recognized addictions treatment center. Their rational, scientific approach complements ongoing counseling
and other treatment approaches to help keep the professional’s career on track, saving the recovering individual—and his or
her employer—significant time and money due to lower productivity, arrested organizational development, absenteeism, and
other problems associated with professional level addiction. Topics examined in Managing Your Recovery from Addiction
include: a unique view of the 12 Steps for business personnel the dynamics of managerial addiction essential information to
prevent relapse to active addiction coping with relapse basic tasks and fundamental recovery steps setting and tracking
recovery goals recovery stages 10 tasks to recovery conflict management strategies spiritual development addictions
treatment and much more! Managing Your Recovery from Addiction concludes with the O’Connell Dysfunctional Attitude
Survey (ODAS). This book is vital for recovering executives and professionals and is an important resource for addictions and
mental health treatment agencies that serve a professional population. It’s equally helpful for employee assistance program
(EAP) personnel who regularly refer professionals for addictions treatment.
Provides information on effective management in the age of electronic information and downsizing, including tips on
motivating employees, resolving conflict, and evaluating employee performance.
Providing guidance on the processes of management and leadership, this work presents particular reference to what
managers and aspiring managers need to know about the skills of management and approaches to effective leadership.
A comprehensive and hands-on textbook, Managing Your Business provides a wide range of models and theories to support
the decision making process in strategic management. With comprehensive coverage of all business units and company
departments, the book starts at the basics and foundations of marketing. It subsequently delves into internal and external
business strategies, explores and discusses the financial essentials, and ends with a thorough analysis on the matter of
export. Written in a fluent and accessible style, this textbook is essential reading for undergraduate students across
economics, management and marketing. The practical focus ensures that the book is also useful reading for managers of small
and medium-sized enterprises.
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