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A year’s worth of management wisdom, all in one place. We’ve reviewed the ideas, insights, and best practices from the
past year of Harvard Business Review to keep you up-to-date on the most cutting-edge, influential thinking driving
business today. With authors from Clayton M. Christensen to Adam Grant and company examples from Intel to Uber, this
volume brings the most current and important management conversations to your fingertips. This book will inspire you to:
Rethink the way you work in the face of advancing automation Transform your business using a platform strategy Apply
design thinking to create innovative products Identify where too much collaboration may be holding your people back See
the theory of disruptive innovation in a brand new light Recognize the signs that your cross-cultural negotiation may be
falling apart This collection of articles includes “Collaborative Overload,” by Rob Cross, Reb Rebele, and Adam Grant;
“Algorithms Need Managers, Too,” by Michael Luca, Jon Kleinberg, and Sendhil Mullainathan; “Pipelines, Platforms,
and the New Rules of Strategy,” by Marshall W. Van Alstyne, Geoffrey G. Parker, and Sangeet Paul Choudary; “What Is
Disruptive Innovation?,” by Clayton M. Christensen, Michael Raynor, and Rory McDonald; “How Indra Nooyi Turned
Design Thinking into Strategy,” an interview with Indra Nooyi by Adi Ignatius; “Engineering Reverse Innovations,” by
Amos Winter and Vijay Govindarajan; “The Employer-Led Health Care Revolution,” by Patricia A. McDonald, Robert S.
Mecklenburg, and Lindsay A. Martin; “Getting to Sí, Ja, Oui, Hai, and Da,” by Erin Meyer; “The Limits of Empathy,” by
Adam Waytz; “People Before Strategy: A New Role for the CHRO,” by Ram Charan, Dominic Barton, and Dennis Carey;
and “Beyond Automation,” by Thomas H. Davenport and Julia Kirby.
HBR Guide to Dealing with Conflict (HBR Guide Series)Harvard Business Review Press
We all wish we could sharpen key management skills like writing more effective emails or proposals, focusing to-do lists
on what really matters, giving more persuasive presentations, or dealing with a boss who makes you want to scream. But
who has the time? The HBR Guides can help.
You want the most important ideas on management all in one place. Now you can have them—in a set of HBR's 10 Must
Reads. We've combed through hundreds of Harvard Business Review articles on strategy, change leadership, managing
people, and managing yourself and selected the most important ones to help you maximize your performance. This sixtitle collection includes only the most critical articles from the world’s top management experts, curated from Harvard
Business Review’s rich archives. We’ve done the work of selecting them so you won’t have to. These books are
packed with enduring advice from the best minds in business such as: Michael Porter, Clayton Christensen, Peter
Drucker, John Kotter, Daniel Goleman, Jim Collins, Ted Levitt, Gary Hamel, W. Chan Kim, Renée Mauborgne and much
more. The HBR’s 10 Must Reads Boxed Set includes: HBR’s 10 Must Reads: The Essentials This book brings together
the best thinking from management’s most influential experts. Once you’ve read these definitive articles, you can delve
into each core topic the series explores: managing yourself, managing people, leadership, strategy, and change
management. HBR’s 10 Must Reads on Managing Yourself The path to your professional success starts with a critical
look in the mirror. Here’s how to stay engaged throughout your 50-year work life, tap into your deepest values, solicit
candid feedback, replenish your physical and mental energy, and rebound from tough times. This book includes the
bonus article “How Will You Measure Your Life?” by Clayton M. Christensen. HBR’s 10 Must Reads on Managing
People Managing your employees is fraught with challenges, even if you’re a seasoned pro. Boost their performance by
tailoring your management styles to their temperaments, motivating with responsibility rather than money, and fostering
trust through solicited input. This book includes the bonus article “Leadership That Gets Results,” by Daniel Goleman.
HBR’s 10 Must Reads on Leadership Are you an extraordinary leader—or just a good manager? Learn how to motivate
others to excel, build your team’s confidence, set direction, encourage smart risk-taking, credit others for your success,
and draw strength from adversity. This book includes the bonus article “What Makes an Effective Executive,” by Peter F.
Drucker. HBR’s 10 Must Reads on Strategy Is your company spending too much time on strategy development, with too
little to show for it? Discover what it takes to distinguish your company from rivals, clarify what it will (and won’t) do,
create blue oceans of uncontested market space, and make your priorities explicit so employees can realize your vision.
This book includes the bonus article “What Is Strategy?” by Michael E. Porter. HBR’s 10 Must Reads on Change
Management Most companies’ change initiatives fail—but yours can beat the odds. Learn how to overcome addiction to
the status quo, establish a sense of urgency, mobilize commitment and resources, silence naysayers, minimize the pain
of change, and motivate change even when business is good. This book includes the bonus article “Leading Change,”
by John P. Kotter. About the HBR’s 10 Must Reads Series: HBR's 10 Must Reads series is the definitive collection of
ideas and best practices for aspiring and experienced leaders alike. These books offer essential reading selected from
the pages of Harvard Business Review on topics critical to the success of every manager. Each book is packed with
advice and inspiration from the best minds in business.
MEET YOUR GOALS—ON TIME AND ON BUDGET. How do you rein in the scope of your project when you’ve got a
group of demanding stakeholders breathing down your neck? And map out a schedule everyone can stick to? And
motivate team members who have competing demands on their time and attention? Whether you’re managing your first
project or just tired of improvising, this guide will give you the tools and confidence you need to define smart goals, meet
them, and capture lessons learned so future projects go even more smoothly. The HBR Guide to Project Management
will help you: Build a strong, focused team Break major objectives into manageable tasks Create a schedule that keeps
all the moving parts under control Monitor progress toward your goals Manage stakeholders’ expectations Wrap up your
project and gauge its success
Take the stress out of giving feedback. To help your employees meet their goals and fulfill their potential, you need to
provide them with regular feedback. But the prospect of sharing potentially negative news can be overwhelming. How do
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you construct your message so that it’s not only well received but also expressed in a way that encourages change?
Whether you’re commending exemplary work or addressing problem behavior, the HBR Guide to Delivering Effective
Feedback provides you with practical advice and tips to transform any performance discussion—from weekly check-ins to
annual reviews—into an opportunity for growth and development. You’ll learn to: Establish trust with your direct reports
Assess their performance fairly Emphasize improvement, even in criticism React calmly to a defensive feedback recipient
Recognize and motivate star performers Create individualized development plans Arm yourself with the advice you need
to succeed on the job, from a source you trust. Packed with how-to essentials from leading experts, the HBR Guides
provide smart answers to your most pressing work challenges.
Managing people is fraught with challenges- even if you are a seasoned manager. Here's how to handle them. If you
read nothing else on managing people, read these articles. We've combed through hundreds of Harvard Business
Review articles and selected the most important ones to help you maximize your employee's performance.This book will
inspire you to: tailor your management styles to fit your people; motivate with more responsibility, not more money;
support first-time managers; build trust by soliciting input; teach smart people how to learn from failure; build highperforming teams; and manage your boss. -- from Back Cover
Change is the one constant in business, and we must adapt or face obsolescence. Yet certain challenges never go away.
That's what makes this book "must read." These are the 10 seminal articles by management's most influential experts, on
topics of perennial concern to ambitious managers and leaders hungry for inspiration--and ready to run with big ideas to
accelerate their own and their companies' success. If you read nothing else - full stop - read: Michael Porter on creating
competitive advantage and distinguishing your company from rivals John Kotter on leading change through eight critical
stages Daniel Goleman on using emotional intelligence to maximize performance Peter Drucker on managing your
career by evaluating your own strengths and weaknesses Clay Christensen on orchestrating innovation within
established organizations Tom Davenport on using analytics to determine how to keep your customers loyal Robert
Kaplan and David Norton on measuring your company's strategy with the Balanced Scorecard Rosabeth Moss Kanter on
avoiding common mistakes when pushing innovation forward Ted Levitt on understanding who your customers are and
what they really want C. K. Prahalad and Gary Hamel on identifying the unique, integrated systems that support your
strategy
A year’s worth of management wisdom, all in one place. We’ve examined the ideas, insights, and best practices from
the past year of Harvard Business Review to bring you the latest, most significant thinking driving business today. With
authors from Marcus Buckingham to Herminia Ibarra and company examples from Google to Deloitte, this volume brings
the most current and important management conversations to your fingertips. This book will inspire you to: Tap into the
new technologies that are changing the way businesses compete Fuel performance by redesigning your organization’s
practices around feedback Learn techniques to move beyond intuition for better decision making Understand why your
strategy execution isn’t working—and how to fix it Lead with authenticity by moving beyond your comfort zone Transform
your physical office space to promote creativity and productivity This collection of best-selling articles includes:
“Reinventing Performance Management,” by Marcus Buckingham and Ashley Goodall “The Transparency Trap,” by
Ethan Bernstein “Profits Without Prosperity,” by William Lazonick “Outsmart Your Own Biases,” by Jack B. Soll,
Katherine L. Milkman, and John W. Payne “The 3-D Printing Revolution,” by Richard D’Aveni “Why Strategy Execution
Unravels—and What to Do About It,” by Donald Sull, Rebecca Homkes, and Charles Sull “The Authenticity Paradox,” by
Herminia Ibarra “The Discipline of Business Experimentation,” by Stefan Thomke and Jim Manzi “When Senior
Managers Won’t Collaborate,” by Heidi K. Gardner “Workspaces That Move People,” by Ben Waber, Jennifer Magnolfi,
and Greg Lindsay “Digital Ubiquity: How Connections, Sensors, and Data Are Revolutionizing Business,” by Marco
Iansiti and Karim R. Lakhani
While some of us enjoy a lively debate with colleagues and others prefer to suppress our feelings over disagreements,
we all struggle with conflict at work. Every day we navigate an office full of competing interests, clashing personalities,
limited time and resources, and fragile egos. Sure, we share the same overarching goals as our colleagues, but we don't
always agree on how to achieve them. We work differently. We rub each other the wrong way. We jockey for position.
How can you deal with conflict at work in a way that is both professional and productive—where it improves both your
work and your relationships? You start by understanding whether you generally seek or avoid conflict, identifying the
most frequent reasons for disagreement, and knowing what approaches work for what scenarios. Then, if you decide to
address a particular conflict, you use that information to plan and conduct a productive conversation. The HBR Guide to
Dealing with Conflict will give you the advice you need to: Understand the most common sources of conflict Explore your
options for addressing a disagreement Recognize whether you—and your counterpart—typically seek or avoid conflict
Prepare for and engage in a difficult conversation Manage your and your counterpart's emotions Develop a resolution
together Know when to walk away Arm yourself with the advice you need to succeed on the job, with the most trusted
brand in business. Packed with how-to essentials from leading experts, the HBR Guides provide smart answers to your
most pressing work challenges.
To innovate profitably, you need more than just creativity. Do you have what it takes? If you read nothing else on
inspiring and executing innovation, read these 10 articles. We’ve combed through hundreds of articles in the Harvard
Business Review archive and selected the most important ones to help you innovate effectively. Leading experts such as
Clayton Christensen, Peter Drucker, and Rosabeth Moss Kanter provide the insights and advice you need to: Decide
which ideas are worth pursuing Innovate through the front lines—not just from the top Adapt innovations from the
developing world to wealthier markets Tweak new ventures along the way using discovery-driven planning Tailor your
efforts to meet customers’ most pressing needs Avoid classic pitfalls such as stifling innovation with rigid processes
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The path to your professional success starts with a critical look in the mirror. If you read nothing else on managing
yourself, read these 10 articles (plus the bonus article “How Will You Measure Your Life?” by Clayton M. Christensen).
We've combed through hundreds of Harvard Business Review articles to select the most important ones to help you
maximize yourself. HBR's 10 Must Reads on Managing Yourself will inspire you to: Stay engaged throughout your
50+-year work life Tap into your deepest values Solicit candid feedback Replenish physical and mental energy Balance
work, home, community, and self Spread positive energy throughout your organization Rebound from tough times
Decrease distractibility and frenzy Delegate and develop employees' initiative This collection of best-selling articles
includes: bonus article “How Will You Measure Your Life?” by Clayton M. Christensen, "Managing Oneself,"
"Management Time: Who's Got the Monkey?" "How Resilience Works," "Manage Your Energy, Not Your Time,"
"Overloaded Circuits: Why Smart People Underperform," "Be a Better Leader, Have a Richer Life," "Reclaim Your Job,"
"Moments of Greatness: Entering the Fundamental State of Leadership," "What to Ask the Person in the Mirror," and
"Primal Leadership: The Hidden Driver of Great Performance."
Conducting performance reviews can be stressful. But these conversations are critical to your employees' development,
allowing you to formally communicate with them about their accomplishments relative to their goals. Performance
Reviews guides you through the basics. You’ll learn to: Gather and analyze the right information Document your
assessment Address performance problems Set challenging goals Don't have much time? Get up to speed fast on the
most essential business skills with HBR's 20-Minute Manager series. Whether you need a crash course or a brief
refresher, each book in the series is a concise, practical primer that will help you brush up on a key management topic.
Advice you can quickly read and apply, for ambitious professionals and aspiring executives--from the most trusted source
in business. Also available as an ebook.
Business.
Managing people is fraught with challenges—even if you're a seasoned manager. Here's how to handle them. If you read
nothing else on managing people, read these 10 articles (featuring “Leadership That Gets Results,” by Daniel Goleman).
We've combed through hundreds of Harvard Business Review articles and selected the most important ones to help you
maximize your employees' performance. HBR's 10 Must Reads on Managing People will inspire you to: Tailor your
management styles to fit your people Motivate with more responsibility, not more money Support first-time managers
Build trust by soliciting input Teach smart people how to learn from failure Build high-performing teams Manage your
boss This collection of best-selling articles includes: featured article "Leadership That Gets Results" by Daniel Goleman,
"One More Time: How Do You Motivate Employees?" "The Set-Up-to-Fail Syndrome," "Saving Your Rookie Managers
from Themselves," "What Great Managers Do," "Fair Process: Managing in the Knowledge Economy," "Teaching Smart
People How to Learn," "How (Un)ethical Are You?" "The Discipline of Teams," and "Managing Your Boss."
This volume is the first of its kind to provide a detailed, comprehensive treatment of the genealogical subgrouping of
Semitic. Starting with the traditional, morphologic approach and then shifting to the pertinent lexical evidence, it covers
key topics in the Semitic subgrouping debate, including the East/West dichotomy, the Central Semitic hypothesis, the
Canaanite affiliation of Ugaritic, and the linguistic specificity of Modern South Arabia.
NEW from the bestselling HBR’s 10 Must Reads series. Learn why bad decisions happen to good managers—and how to
make better ones. If you read nothing else on decision making, read these 10 articles. We’ve combed through hundreds
of articles in the Harvard Business Review archive and selected the most important ones to help you and your
organization make better choices and avoid common traps. Leading experts such as Ram Charan, Michael Mankins, and
Thomas Davenport provide the insights and advice you need to: • Make bold decisions that challenge the status quo •
Support your decisions with diverse data • Evaluate risks and benefits with equal rigor • Check for faulty cause-andeffect reasoning • Test your decisions with experiments • Foster and address constructive criticism • Defeat
indecisiveness with clear accountability Looking for more Must Read articles from Harvard Business Review? Check out
these titles in the popular series: HBR’s 10 Must Reads: The Essentials HBR’s 10 Must Reads on Communication
HBR’s 10 Must Reads on Collaboration HBR’s 10 Must Reads on Innovation HBR’s 10 Must Reads on Leadership
HBR’s 10 Must Reads on Managing Yourself HBR’s 10 Must Reads on Strategic Marketing HBR’s 10 Must Reads on
Teams
Dysfunctional teams are maddeningyet are a reality of organizational life. How often have you sat in team meetings
complaining to yourself, What a colossal waste of time. Why does it take forever for this group to make a simple
decision? What are we even trying to achieve here?” But as the team leader, you have the power to change things for
the better. It's up to you to get people to work well together and produce results. How do you avoid the pitfalls you've
experienced so painfully in the past? Team expert Mary Shapiro offers step-by-step advice, drawing on time-tested
principles, practical exercises, guidelines for structured team conversations, and examples from a range of industries and
organizational settings.
Every organization has its share of political drama: Personalities clash. Agendas compete. Turf wars erupt. But you need
to work productively with your colleagues—even the challenging ones—for the good of your organization and your career.
How can you do that without compromising your integrity? By acknowledging that power dynamics and unwritten rules
exist—and constructively navigating them. Whether you're a new professional or an experienced one, this guide will teach
you how to: (1) Build relationships with difficult people, (2) gain allies and increase your sphere of influence, (3) wrangle
resources, (4) move up without alienating your colleagues, (5) avoid power games and petty rivalries, and (6) claim credit
when it's due.
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
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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
Discusses how readers can stay focused, accomplish more, and manage time.
Discusses how readers can make persuasive presentations that inspire action, engage the audience, and sell ideas.
"List of the names of persons engaged in the various activities": v. 10, p. 243-257.
Articles previously published in Harvard Busines Review.
NEW from the bestselling HBR’s 10 Must Reads series. The best leaders know how to communicate clearly and persuasively. How do you
stack up? If you read nothing else on communicating effectively, read these 10 articles. We’ve combed through hundreds of articles in the
Harvard Business Review archive and selected the most important ones to help you express your ideas with clarity and impact—no matter
what the situation. Leading experts such as Deborah Tannen, Jay Conger, and Nick Morgan provide the insights and advice you need to: •
Pitch your brilliant idea—successfully • Connect with your audience • Establish credibility • Inspire others to carry out your vision • Adapt to
stakeholders’ decision-making styles • Frame goals around common interests • Build consensus and win support Looking for more Must
Read articles from Harvard Business Review? Check out these titles in the popular series: HBR’s 10 Must Reads: The Essentials HBR’s 10
Must Reads on Collaboration HBR’s 10 Must Reads on Innovation HBR’s 10 Must Reads on Leadership HBR’s 10 Must Reads on Making
Smart Decisions HBR’s 10 Must Reads on Managing Yourself HBR’s 10 Must Reads on Strategic Marketing HBR’s 10 Must Reads on
Teams
Set your company up for the long term. Every company needs a strategy. A focused strategy aligns decision making throughout the
organization and helps establish a competitive edge in the marketplace. But with so many options to consider, how do you define a unique
strategy that will ensure growth? Whether you're starting a business from scratch or in an existing company facing new threats, this book
offers the direction you need. The HBR Guide to Setting Your Strategy provides practical tips and advice that break down the process of
crafting strategy so you can identify the areas your company should build on and help it thrive long into the future. You'll learn to: Understand
what strategy is--and what it isn't Define your mission, values, and purpose Recognize your company's distinct capabilities Conduct better
strategic discussions with your team Communicate your strategy throughout the company Make a plan for pushing your strategy forward Arm
yourself with the advice you need to succeed on the job, with the most trusted brand in business. Packed with how-to essentials from leading
experts, the HBR Guides provide smart answers to your most pressing work challenges.
"You've got a great idea that will increase revenue or productivity--but how do you get approval to make it happen? By building a business
case that clearly shows its value. Maybe you struggle to win support for projects because you're not sure what kind of data your stakeholders
will trust, or naysayers always seem to shoot your ideas down at the last minute. Or perhaps you're intimidated by analysis and number
crunching, so you just take a stab at estimating costs and benefits, with little confidence in your accuracy. To get any idea off the ground at
your company you'll have to make a strong case for it. This guide gives you the tools to do that"-Find the right person to help supercharge your career. Whether you’re eyeing a specific leadership role, hoping to advance your skills, or
simply looking to broaden your professional network, you need to find someone who can help. Wait for a senior manager to come looking for
you—and you’ll probably be waiting forever. Instead, you need to find the mentoring that will help you achieve your goals. Managed correctly,
mentoring is a powerful and efficient tool for moving up. The HBR Guide to Getting the Mentoring You Need will help you get it right. You’ll
learn how to: • Find new ways to stand out in your organization • Set clear and realistic development goals • Identify and build relationships
with influential sponsors • Give back and bring value to mentors and senior advisers • Evaluate your progress in reaching your professional
goals
A year's worth of management wisdom, all in one place. We've reviewed the ideas, insights, and best practices from the past year of Harvard
Business Review to keep you up-to-date on the most cutting-edge, influential thinking driving business today. With authors from Marcus
Buckingham to Amy Edmondson and company examples from Lyft to Disney, this volume brings the most current and important management
conversations right to your fingertips. This book will inspire you to: Rethink whether constant, candid feedback really helps employees thrive
Move beyond diversity and inclusion to creating a racially just workplace Adopt connected strategies that anticipate your customers' needs
Navigate the challenges of dual-career relationships Understand when data creates competitive advantage—and when it doesn't Break
through the organizational barriers that impede AI initiatives Lead in a new era of climate action This collection of articles includes "The
Feedback Fallacy," by Marcus Buckingham and Ashley Goodall; "Cross-Silo Leadership," by Tiziana Casciaro, Amy C. Edmondson, and
Sujin Jang; "Toward a Racially Just Workplace," by Laura Morgan Roberts and Anthony J. Mayo; "The Age of Continuous Connection," by
Nicolaj Siggelkow and Christian Terwiesch; "The Hard Truth about Innovative Cultures," by Gary P. Pisano; "Creating a Trans-Inclusive
Workplace," by Christian N. Thoroughgood, Katina B. Sawyer, and Jennica R. Webster; "When Data Creates Competitive Advantage," by
Andrei Hagiu and Julian Wright; "Your Approach to Hiring Is All Wrong," by Peter Cappelli; "How Dual-Career Couples Make It Work," by
Jennifer Petriglieri; "Building the AI-Powered Organization," by Tim Fountaine, Brian McCarthy, and Tamim Saleh; "Leading a New Era of
Climate Action," by Andrew Winston; and "That Discomfort You're Feeling Is Grief," by Scott Berinato.
The one primer you need to develop your managerial and leadership skills. Whether you’re a new manager or looking to have more influence
in your current management role, the challenges you face come in all shapes and sizes—a direct report’s anxious questions, your boss’s lastminute assignment of an important presentation, or a blank business case staring you in the face. To reach your full potential in these
situations, you need to master a new set of business and personal skills. Packed with step-by-step advice and wisdom from Harvard
Business Review’s management archive, the HBR Manager’s Handbook provides best practices on topics from understanding key financial
statements and the fundamentals of strategy to emotional intelligence and building your employees’ trust. The book’s brief sections allow
you to home in quickly on the solutions you need right away—or take a deeper dive if you need more context. Keep this comprehensive guide
with you throughout your career and be a more impactful leader in your organization. In the HBR Manager’s Handbook you’ll find: - Step-bystep guidance through common managerial tasks - Short sections and chapters that you can turn to quickly as a need arises - Selfassessments throughout - Exercises and templates to help you practice and apply the concepts in the book - Concise explanations of the
latest research and thinking on important management skills from Harvard Business Review experts such as Dan Goleman, Clayton
Christensen, John Kotter, and Michael Porter - Real-life stories from working managers - Recaps and action items at the end of each chapter
that allow you to reinforce or review the ideas quickly The skills covered in the book include: - Transitioning into a leadership role - Building
trust and credibility - Developing emotional intelligence - Becoming a person of influence - Developing yourself as a leader - Giving effective
feedback - Leading teams - Fostering creativity - Mastering the basics of strategy - Learning to use financial tools - Developing a business
case
You want the most important ideas on management all in one place. Now you can have them—in a set of HBR’s 10 Must Reads, available as
a 7-volume paperback boxed set or as an ebook set. We’ve combed through hundreds of Harvard Business Review articles on change,
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leadership, strategy, managing people, and managing yourself and selected the most important ones to help you maximize your own and
your organization's performance. The HBR’s 10 Must Reads Boxed Set includes seven bestselling collections: HBR's 10 Must Reads on
Leadership (ways you can transform yourself from a good manager into an extraordinary leader); HBR's 10 Must Reads on Managing
Yourself (the path to your own professional success starts with a critical look in the mirror and what you see there—your greatest strengths
and deepest values—are the foundations you must build on); HBR's 10 Must Reads on Strategy (will help galvanize your organization's
strategy development and execution); HBR's 10 Must Reads on Change (70% of all change initiatives fail, but the odds turn in your
company's favor once you understand that change is a multi-stage process—not an event—and that persuasion is key to establishing a sense
of urgency, winning support, and silencing naysayers); HBR's 10 Must Reads on Managing People (will help you determine what really
motivates people, how to deal with problem employees, and how to build an effective team); HBR's 10 Must Reads: The Essentials (which
brings together the best thinking from management’s most influential experts); and HBR’s 10 Must Reads on Emotional Intelligence (the trait
that is twice as important as other competencies in determining outstanding leadership). HBR's 10 Must Reads Boxed Set with Bonus
Emotional Intelligence also makes a smart gift for your team, colleagues, or clients. The ebook set is available in PDF, ePub and mobi
formats.
DON'T LET YOUR WRITING HOLD YOU BACK. When you’re fumbling for words and pressed for time, you might be tempted to dismiss
good business writing as a nicety. But it’s a skill you must cultivate to succeed: You’ll lose time, money, and influence if your e-mails,
proposals, and other important documents fail to win people over. The HBR Guide to Better Business Writing, by writing expert Bryan A.
Garner, gives you the tools you need to express your ideas clearly and persuasively so clients, colleagues, stakeholders, and partners will get
behind them. This book will help you: • Push past writer’s block • Grab—and keep—readers’ attention • Earn credibility with tough audiences
• Trim the fat from your writing • Strike the right tone • Brush up on grammar, punctuation, and usage

Discusses financial basics, introduces the language of finances, and describes decision making with data.
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
Resource added for the Human Resources program 101161.
Don't leave creativity up to the "creatives" in your organization. Fostering creativity within your team can help your
organization solve problems, create innovative products, break out into a new market, and even communicate and
collaborate more effectively. Innovative Teams shows you how to: Create the right environment for inventive thinking
Build a diverse team Generate a wide array of new ideas Manage disagreements Make sure your ideas actually get
implemented Don't have much time? Get up to speed fast on the most essential business skills with HBR's 20-Minute
Manager series. Whether you need a crash course or a brief refresher, each book in the series is a concise, practical
primer that will help you brush up on a key management topic. Advice you can quickly read and apply, for ambitious
professionals and aspiring executives--from the most trusted source in business. Also available as an ebook.
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