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The practical guide that gives you the skills to
succeed at managing people DK's Essential
Managers series contains the know-how you need to
be a more effective manager and hone your
management style. Find out how to improve your
people management skills by learning how to
motivate staff, improve performance and create
positive relationships. You'll learn to build
confidence, communicate clearly and establish trust.
In a slim, portable format Essential Managers gives
you a practical 'how-to' approach with step-by-step
instructions, tips, checklists and 'ask yourself'
features showing you how to focus your energy,
manage change and make an impact. If you are
keen to brush up on or enhance your management
skills, this is the guide for you.
The practical guide that gives you the tools to
improve your communication in a business
environment. Discover how to improve your
communication skills by learning to understand your
audience, communicate strategically, and discover
which delivery approach is right for you. You'll also
develop confidence, learn to listen effectively, and
give and receive feedback. In a slim, portable format,
Essential Managers: Effective Communication gives
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you a practical how-to approach with step-by-step
instructions, tips, checklists and "ask yourself"
features showing you how to overcome barriers to
communication, choose the right medium for your
message, and make an impact. If you want to brush
up on or enhance your communication skills, this is
the guide for you.
A practical guide to effective communication that will
give you the information and skills to succeed. Find
out how to improve your communication skills by
learning to understand your audience, communicate
strategically, and discover which delivery approach
is right for you. You'll develop confidence, learn to
listen effectively, and give and receive helpful
feedback. This guide includes tips, dos and don'ts,
and "In Focus" features on what to do in a particular
situation, plus real-life case studies demonstrate how
to plan a speech, select the right visual support, and
use body language. Read it cover-to-cover, or dip in
and out of topics for quick reference.
Discover everything you need to know to improve
your management skills, and understand key
management and business theories with this unique
graphic guide. Combining clear, jargon-free
language and bold, eye-catching graphics, How
Management Works is a definitive and user-friendly
guide to every aspect of organizational management
- from effective communication and negotiation to
improving leadership, and getting the best from your
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staff. Includes graphics and diagrams that demystify
complex management concepts like Kaizen or "lean
production", alongside clear and simple strategies for
improving innovation, optimizing operations, and
getting and staying ahead of competitors, this ebook
is essential reading if you are an established or
aspiring manager, or are studying a course in
business or management. Much more than a
standard business-management or self-help ebook,
How Management Works shows you what other
titles only tell you, combining solid reference with nononsense advice. It is the perfect primer for anyone
looking to start their own business, become a more
effective leader, or simply learn more about the
world of business and management.
This book is a comprehensive and practical guide to
the core skills, activities, and behaviors that are
required of product managers in modern technology
companies. Product management is one of the
fastest growing and most sought-after roles by job
seekers and companies alike. The availability of
trained and experienced talent can barely keep up
with the accelerating demand for new and improved
technology products. People from nontechnical and
technical backgrounds alike are eager to master this
exciting new role. The Influential Product Manager
teaches product managers how to behave at each
stage of the product life cycle to achieve the best
outcome for the customer. Product managers are
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under pressure to drive spectacular results, often
without wielding much direct power or authority. If
you don't know how to influence people at all levels
of the organization, how will you create the best
possible product? This comprehensive entry-level
textbook distills over twenty years of hard-won field
experience and industry knowledge into lessons that
will empower new product managers to act like pros
right out of the gate. With teaching experience both
from UC Berkeley and Lynda.com, the author boils
down the most complex topics into principles that are
easy to memorize and apply. This book methodically
documents the tools product managers everywhere
use to align their teams with market needs and
organizational goals. From setting priorities to
capturing requirements to navigating trade-offs, this
book makes it easy. Not only will your product
succeed, you'll succeed, too, when you read the final
chapter on advancing your career. Let your product's
success become your success!
Learn all you need to know about interviewing for
recruitment, from preparing suitable questions and
structuring an interview to analyzing information and
reaching a decision. Interviewing Skills shows how to
choose a new person to fill a post or interview
colleagues for a promotion, and it also provides
practical techniques to use when interviewing. Power
tips help you handle real-life situations and develop
first-class interviewing skills that will dramatically
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improve results. The Essential Manager have sold
more than 1.9 million copies worldwide! Experienced
and novice managers alike can benefit from these
compact guides that slip easily into a briefcase or a
portfolio. The topics are relevant to every work
environment, from large corporations to small
businesses. Concise treatments of dozens of
business techniques, skills, methods, and problems
are presented with hundreds of photos, charts, and
diagrams. It is the most exciting and accessible
approach to business and self-improvement
available. A guide for any manager seeking to hire
new talent, including tips on setting criteria,
screening candidates, and conducting interviews.
Find out how to be positive, optimistic and live a
confident and fulfilled life following expert tips,
techniques and checklists. Make sure the glass is
always half-full as you learn to think positively both in
personal and professional situations. Find out how to
handle fear, anger and disappointment by assessing
thinking patterns and changing negative perceptions
and improve your life. Explore different options for
making positive changes and put them into action
with the aid of helpful flow charts, diagrams and
useful examples. Follow as a complete course, or
dip in and out of topics for quick reference. Lifeenhancing tips in a handy format - take it wherever
life takes you!
Learn how to find the right person for the job every
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time with DK Essential Managers: Interviewing
People.
A practical guide to interviewing people which will
give you the information and skills to succeed Learn
how to interview people effectively, you'll find out
how to evaluate potential employees and select the
right candidate. Tables, illustrations and 'In Focus'
panels on what to do in a particular situation, plus
real-life case studies demonstrate how to control an
interview, interpret body language and reach a
decision.
The practical guide that gives you the skills to
succeed at effective communication DK's Essential
Managers series contains the know-how you need to
be a more effective manager and hone your
management style. Find out how to improve your
communication skills by learning to understand your
audience, communicate strategically and discover
which delivery approach is right for you. You'll
develop confidence, learn to listen effectively and
give and receive feedback. In a slim, portable format
Essential Managers gives you a practical 'how-to'
approach with step-by-step instructions, tips,
checklists and 'ask yourself' features showing you
how to focus your energy, manage change and
make an impact. If you are keen to brush up on or
enhance your communication skills, this is the guide
for you.
A practical, handy guide to ethical business skills
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which will give you the information and skills to
succeed Develop your ethical business skills by
learning to assess your business, establish
alternatives and plan for change. Step-by-step
instructions, checklists and features examine
business benefits, environment strategy and
implications for human resources. Tips, dos and
donts and In Focus features on what to do in a
particular situation, plus real-life case studies
demonstrate how to plan your ethical strategy,
monitor progress and achieve your goals. Read it
cover-to-cover, or dip in and out of topics for quick
reference.
The management guide that gives you the skills you
need to succeed Managers at any level must master
a wide range of business and personal skills in order
to succeed. Originally published as part of the
Essential Managers series, The Book of
Management covers everything you need to know to
perfect 10 core management skills, all in one place.
Tables, illustrations and 'In Focus' panels on what to
do in any situation, plus real-life case studies
demonstrate how to maximise the benefits of
creative management for yourself, your staff and
your clients, conceive new ideas, develop new
products and implement new practices. Completely
versatile; read The Book of Management cover-tocover, or dip in and out of topics for quick reference.
Together with B&N, DK combines the successful
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Interviewing People, Motivating People, and
Managing People into the latest Essential Managers
title - a bind-up of these 3 titles geared to help
supervisors get the most from their employees,
manage effectively, and create a positive working
environment for any professional team of colleagues.
Interviewing People The first section helps you
develop the skills you need to evaluate potential
employees and select the right candidate. Step-bystep instructions, tips, checklists, and "Ask yourself"
features show you how to screen candidates, plan
questions, and listen effectively to answers. Tables,
illustrations, "In focus" panels, and real-life case
studies help you control an interview, analyze
candidates' performance, and reach a decision.
Motivating People This section explains how to
improve your effectiveness by building teams,
motivating your staff, and enabling them to flourish.
Step-by-step instructions, tips, checklists, and "Ask
yourself" features show you how to promote good
practice, create a high-performance culture, and
reward success. Tables, illustrations, "In focus"
panels, and real-life case studies explain how to
create the right environment, encourage teamwork,
and deal with demotivated staff. Managing People
Part three of this informative and inspiring package
helps you to build confidence, communicate clearly,
and establish trust. Step-by-step instructions, tips,
checklists, and "Ask yourself" features give you the
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tools to motivate staff, create positive relationships,
and improve performance. Tables, illustrations, "In
focus" panels, and real-life case studies teach you
how to evaluate progress, develop your team, and
manage change.
The practical guide that gives you the skills to
succeed and achieve high performance DK's
Essential Managers series contains the know-how
you need to be a more effective manager and hone
your management style. Find out how to improve
your performance and boost productivity by
prioritising tasks and managing your time effectively.
You'll learn to improve your skills, develop drive and
lead effectively. In a slim, portable format Essential
Managers gives you a practical 'how-to' approach
with step-by-step instructions, tips, checklists and
'ask yourself' features showing you how to focus
your energy, manage change and make an impact. If
you are keen to brush up on or enhance your
performance, this is the guide for you.
Are you looking to take the next step in your career?
Can you manage yourself with ease, but need more
confidence when managing others? Achieving
excellence as a manager requires a broad skillset,
and The Essential Manager's Handbook provides
easy-to-follow and engaging advice on the 6 key
areas. Nurture your confidence with managing
people, leadership, achieving high performance,
effective communication, presenting, and
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negotiating. With key quotes, bright visuals, and
breakdowns by subject, this book is accessible and
easy-to-use. Interactive tips and checklists will
encourage you to note down your thoughts,
examining past and present workplace experiences
that you can learn from. Expert insights from
management professionals and step-by-step
instructions will help you understand how to deal
with challenges and gain valuable management
skills for life. This accessible and clear guide is
packed with practical, no-nonsense information
covering everything you need to know about
acquiring and developing management skills. Pick
up The Essential Manager's Handbook for quick
reference when you're in need of guidance or work
through each section at your own pace to become
the best manager you can be.
"Material previously published in Interviewing people,
Motivating people, Managing people."
Learn all you need to know about creating and using a
resume successfully, from summarizing your achievements to
targeting potential companies and replying to job
advertisements. Writing Your Resume not only shows you
how to decide on your career objectives, but also provides
practical techniques for selecting and presenting information
and creating the right impression. Power tips help you to
develop first-class presentation skills that will dramatically
improve your resume''s chance of standing out from the
competition. The Essential Manager have sold more than 1.9
million copies worldwide! Experienced and novice managers
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alike can benefit from these compact guides. The topics are
relevant to every work environment, from large corporations
to small businesses. Concise treatments of dozens of
business techniques, skills, methods, and problems are
presented with hundredsof photos, charts, and diagrams. It is
the most exciting and accessible approach to business and
self-improvement available. Everything a job hunter needs to
know about creating and using a resume to land an offer.
DK Essential Managers: Project Management is the visual
guide that gives you all the know-how you need to be a more
effective manager. Now newly updated with an all-new
graphic approach to explaining key techniques and skills, the
best-selling DK Essential Managers: Project Management
features: A practical, "how-to" approach teaches you the
project management skills you need to succeed. Step-by-step
instructions, tips, checklists, and "Ask yourself" features show
you how to initiate projects and manage budgets. Tables,
illustrations, "in-focus" panels, and real-life case studies show
you how to delegate effectively and evaluate success. DK
Essential Managers: Project Management not only shows you
how to plan, run, and monitor a project but also explains what
to do if things go wrong. Learn all you need to define project
briefs, identify stakeholders, and build an effective project
team with DK Essential Managers: Project Management.
About DK Essential Managers: The DK Essential Managers
series covers a range of business and management topics
and have sold more than 1.9 million copies worldwide. Each
guide is clearly presented for ease of reference, with visual
pointers, tips, and graphics. The handy pocket format slips
easily into a briefcase or portfolio.
Learn all you need to know about successful communication
from interpreting body language to writing letters optimising
meetings to speaking on the telephone. Communicate Clearly
not only shows you how to hold an audience when making
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presentations and how to take notes or compile reports but
also provides practical techniques for you to try in different
settings. Power tips help you handle real-life situations and
develop the first-class communication skills that are the key to
a productive and informed workplace. This innovative series
covers a wide range of management and personal
development topics. Each title is a comprehensive yet
compact source of easy reference for all those in or aspiring
to a position of responsibility with a focus on developing and
enhancing professional management practice.
DK Essential ManagersInterviewing SkillsDorling Kindersley
Ltd
A leading management consultant covers training, problem
solving, negotiating, delegating responsibility, corporate
culture, performance appraisal, and advancement, and show
how to use questions to get successful results. Reprint.
Zachary Wong offers practical strategies, skills, and tools to
help project managers diagnose and solve their toughest
people problems. Based on decades in the trenches, the
book shows how to confront and correct bad behavior,
increase team performance and inclusion, turn around difficult
people and poor performers, get people to do what you want
them to do, boost employee motivation and attitude, reduce
change resistance and risk aversion, and manage difficult
bosses. Wong believes that the best team leaders are
problem-solvers and facilitators, so this book provides
problem-solving models and tools to diagnose people
problems, and facilitative methods, processes, and
techniques to correct them. It's an approach that can be
personalized to fit any person or situation. Each skill is
explained with a well-balanced mix of case stories, examples,
strategies, processes, tools, and techniques along with
illustrations, graphics, tables, and other visuals to clarify key
concepts and their workplace application. To reinforce the
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most important learnings, Wong includes a “Memory Card”
and “Skill Summary” at the end of each chapter. Nothing is
harder than leading people and managing project teams.
Being successful takes a combination of knowing human
psychology, organizational behaviors, and human factors;
having supervisory, process, and communication skills;
ensuring good teamwork, high integrity, and strong
leadership; and having the ability to integrate and apply these
skills to a diverse work team. The Eight Essential People
Skills for Project Management is designed for individuals,
team leaders, and managers who oversee and coordinate the
daily performance of others and who are seeking solutions
that they can apply immediately.
Learn how to be positive and determined in setting and
achieving your life goals. Achieving Excellence demonstrates
how to improve your physical fitness and mental agility and
shows how to increase personal productivity and become
more effective allowing you to fulfil your ambitions and
achieve success. This innovative series covers a wide range
of management and personal development topics. Each title
is a comprehensive yet compact source of easy reference for
all those in or aspiring to a position of responsibility with a
focus on developing and enhancing professional
management practice.
Your relationship with your boss is one of the most important
factors in achieving a successful career. Understanding how
your boss thinks and works is the key to building a productive
partnership. 'Managing your boss' explains how you can get
the best of your boss, whether you are working under
pressure or on routine tasks. Practical techniques enable you
to assess and improve your relationship with your boss. Clear
text and illustrations help you achieve your goals and boost
your career prospects with the aid of your boss. Simple
checklists teach you how to present yourself positively and
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manage conflict. Accessible flow charts and diagrams explore
different options for taking action and provide useful
examples.

Discusses how to condition the mind to become
"idea-prone" and presents a five-step procedure for
solving problems and getting ideas
"This text has a large emphasis on mixed methods,
examples relating to health research, new exercises
pertaining to health research, and an introduction on
qualitative and mixed methods in public health. The
book has an easy-to-read format and writing style
and will also cover health focused research
techniques, community participatory research, and
will include boxed inserts pertaining to relevant real
life examples"--Provided by publisher.
DK's best-selling Essential Managers series are
ideal for managers at every level. These compact
references demonstrate the techniques and skills
that are useful in any work environment, making this
series the most accessible single-subject business
guides on the market.
A practical guide to effective communication which
will give you the information and skills to succeed
Find out how to improve your communication skills
by learning to understand your audience,
communicate strategically and discover which
delivery approach is right for you. You'll develop
confidence, learn to listen effectively and give and
receive feedback. Tips, dos and don'ts and 'In Focus'
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features on what to do in a particular situation, plus
real-life case studies demonstrate how to plan a
speech, select the right visual support and use body
language. Read it cover-to-cover, or dip in and out of
topics for quick reference.
Offers a wealth of tips and techniques to implement
and improve management skills by providing helpful
checklists, diagrams, flow charts, and photographs
A crash course in managing productive, successful,
and happy employees! Effective employee
management is imperative to a business' success,
but all too often management books turn the
important details of best practices into tedious
reading that would put even a CEO to sleep.
Management 101 cuts out the boring explanations of
management policies, and instead provides hand-on
lessons that keep you engaged as you learn how to
manage productive, happy employees. From hiring
and firing to delegating and coaching, this primer is
packed with hundreds of entertaining tidbits and
concepts that you won't be able to get anywhere
else. So whether you're a business owner, a middlemanager with many direct reports, or an entry-level
employee learning to supervise interns,
Management 101 has all the answers--even the
ones you didn't know you were looking for.
Learn how to define develop and implement a
dynamic business strategy with Strategic Thinking.
This concise and informative guide shows you how
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to plan short and long-term objectives, how to put
toether the right team for the right job, how to
communicate your vision and how to maintain a
flexible approach by monitoring past performance
and predicting future trends. It covers the essential
tools of strategic management from SWOT analysis
and feasbility studies to budgeting forecasts to help
give you a competitive edge in today's fast-moving
business world.
Learn all you need to know about how to meet the
demands of today's business world by taking action
and implementing decisions quickly. Do it Now!
shows you how to think and plan constructively and
how to prioritize to achieve the best results. Power
tips help you handle real-life situations so you can
meet your targets with minimum stress.
Draw Them In, Don't Drive Them Away! People often
get promoted to leadership positions without
knowing how to communicate an inspiring strategic
vision to the people who report to them. So they
focus on what they know: tactics, not strategy. As a
result, they become stuck in micromanagement
mode. Dianna Booher wants to prevent
micromanagement before it happens by providing
you with the right leadership communication skills.
Grounded in extensive research, this book offers
practical guidelines to help professionals think,
coach, converse, speak, write, meet, and negotiate
strategically to deliver results. In thirty-six brief
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chapters, Booher shows you how to communicate
effectively to audiences up and down the
organization so you can fulfill your most essential
responsibilities as a leader.
Learn to speak persuasively, enthuse your audience,
and sell with confidence with Essential Managers:
Selling. This eBook offers master tips and
techniques for successful selling. Eric Baron is an
Associate Professor of Marketing at Columbia
Business School and the CEO of Baron Group, a
sales and marketing training consultancy. He is also
author of Selling is a Team Sport. For more on Eric
and his company, visit him on the web at:
www.barongroup.com
Train your mind, enhance your mental abilities,
sharpen your memory and be more successful
following expert tips, techniques and checklists. Now
in ePub format Make forgetting a thing of the past
and discover how to improve your concentration,
retain and recall accurate information and organize
your thoughts effectively. Explore different mindimproving options and put them into action with the
aid of helpful flow charts and illustrations. Follow as
a complete course, or dip in and out of topics for
quick reference. Life-enhancing tips - take it
wherever life takes you!
The practical guide that gives you the skills to
succeed at presenting DK's Essential Managers
series contains the know-how you need to be a more
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effective manager and hone your management style.
Find out how to improve your presenting skills by
learning how to prepare properly, capture attention,
speak confidently and deliver your message. You'll
discover how to structure your presentation, engage
with your audience and make an impact. In a slim,
portable format Essential Managers gives you a
practical 'how-to' approach with step-by-step
instructions, tips, checklists and 'ask yourself'
features showing you how to focus your energy,
manage change and make an impact. If you are
keen to brush up on or enhance your presenting
skills, this is the guide for you.
The practical e-guide that gives you all the skills you
need to succeed as a leader. Discover how to
improve your leadership skills by establishing a
vision, inspiring others, and championing high
performance. Learn how to focus your energy, build
relationships, and develop strategies for success as well as the best ways to lead in difficult situations,
such as through a period of business change..
Essential Managers: Leadership gives you a
practical "how-to" approach with step-by-step
instructions, tips, checklists, and "ask yourself"
features showing you how to focus your energy,
influence and build strong networks, and make an
impact. Whether you want to develop new leadership
tools or enhance your existing skills, this is the eguide for you.
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