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Quick, practical management advice from Harvard Business Review to help you do your job
better. Drawing from HBR's popular Management Tip of the Day newsletter, this concise,
handy guide is packed with easy-to-read tips on a broad range of topics, organized into three
major skills every manager must master: Managing yourself Managing your team Managing
your business Management Tips 2: From Harvard Business Review puts the best management
practices and insights, from top thinkers in the field, right at your fingertips. Pick it up any time
you have a few minutes to spare, and you'll have a fresh, powerful idea you can immediately
put into action. With this handy book as your guide, you'll stand the best chance of succeeding
in your role as a manager.
When it comes to project management, success lies in the details. This book walks managers
through every step of project oversight from start to finish. Thanks to the book's comprehensive
information on everything from planning and budgeting to team building and after-project
reviews, managers will master the discipline and skills they need to achieve stellar results
without wasting time and money.
Manager's Toolkit: The 13 Skills Managers Need to Succeed Zeroing in on the specific skills
that make great managers stand out from the pack, this comprehensive guide is both an
essential primer for new managers and a valuable resource for seasoned executives. From
hiring and retaining good people to motivating and developing team members, from
understanding key financial statements to delegating work effectively, and from setting goals
for others to managing your own career, this actionable guide walks readers through every
aspect of managing in a complex business world. Filled with practical tools and tips, this
essential toolkit will help managers to stay at the top of their game. The Harvard Business
Essentialsseries is for managers at all levels but is especially relevant for new managers. It
offers on-the-spot guidance, coaching, and tools on the most relevant topics in business. Each
book includes the critical information that managers need on a given topic-from budgeting to
hiring to communication to strategy-and offers interactive tools and worksheets that translate
advice into action. Providing ready answers to day-to-day issues, these guides make sound,
trusted mentoring advice available whenever managers need it. Other Books in the HBE
Series: Managing Change and Transition Hiring and Keeping the Best People Finance for
Managers Business Communications Innovation Negotiation
Harvard Business Essentials are comprehensive, solution-oriented paperbacks for business
readers of all levels of experience. Managing through change and crisis is difficult in any
business environment, let alone one as turbulent as managers face today. This timely guide
offers authoritative advice on how to recognize the need for organizational change,
communicate the vision, prepare for structural change such as M&A, and address emotional
responses to downsizing. With tools for managing stress levels and advice on gathering and
sharing information during a transition, Managing Change and Transition is an indispensable
guide for managers at any level of the organization.
To be effective, managers have to be skilled at acquiring power and using that power to
persuade others to get things done. This guide offers must-know methods for commanding
attention, changing minds, and influencing decision makers up and down the organizational
ladder. The Harvard Business Essentials series provides comprehensive advice, personal
coaching, background information, and guidance on the most relevant topics in business.
Whether you are a new manager seeking to expand your skills or a seasoned professional
looking to broaden your knowledge base, these solution-oriented books put reliable answers at
your fingertips.
The perfect gift for aspiring leaders: 16 volumes of HBR Guide. This 16-volume, specially
priced boxed set makes a perfect gift for aspiring leaders looking for trusted advice on such
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diverse topics as data analytics, negotiating, business writing, and coaching. This set includes
Persuasive Presentations, Better Business Writing, Finance Basics, Data Analytics, Building
Your Business Case, Making Every Meeting Matter, Project Management, Emotional
Intelligence, Getting the Right Work Done, Negotiating, Leading Teams, Coaching Employees,
Performance Management, Delivering Effective Feedback, Dealing with Conflict, and
Managing Up and Across. Arm yourself with the advice you need to succeed on the job, from
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 Also available as
an ebook set.
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 high-performing teams; and manage your boss. -- from Back Cover
With advice and tools for improving a wide array of communication skills--from delivering an
effective presentation to drafting proposals to the effective use of e-mail--Business
Communication helps managers deliver information effectively.

You know you need to delegate some of your work so that you have time to focus on
the things that require your expertise. But it's not easy to do. Delegating Work quickly
walks you through the fundamentals of: ? Establishing a productive environment ?
Assigning the right work to the right people ? Conducting an effective hand-off meeting
? Monitoring without micromanaging About HBR's 20-Minute Manager Series: 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.
Develop the mindset and presence to successfully manage others for the first time. If
you read nothing else on becoming a new manager, read these 10 articles. We’ve
combed through hundreds of Harvard Business Review articles and selected the most
important ones to help you transition from being an outstanding individual contributor to
becoming a great manager of others. This book will inspire you to: Develop your
emotional intelligence Influence your colleagues through the science of persuasion
Assess your team and enhance its performance Network effectively to achieve
business goals and for personal advancement Navigate relationships with employees,
bosses, and peers Get support from above View the big picture in your decision making
Balance your team’s work and personal life in a high-intensity workplace This collection
of articles includes “Becoming the Boss,” by Linda A. Hill; “Leading the Team You
Inherit,” by Michael D. Watkins; “Saving Your Rookie Managers from Themselves,” by
Carol A. Walker; “Managing the High-Intensity Workplace,” by Erin Reid and Lakshmi
Ramarajan; “Harnessing the Science of Persuasion,” Robert B. Cialdini; “What Makes
a Leader?” by Daniel Goleman; “The Authenticity Paradox,” by Herminia Ibarra;
“Managing Your Boss,” by John J. Gabarro and John P. Kotter; “How Leaders Create
and Use Networks,” by Herminia Ibarra and Mark Lee Hunter; “Management Time:
Who’s Got the Monkey?” by William Oncken, Jr., and Donald L. Wass; and BONUS
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ARTICLE: “How Managers Become Leaders,” by Michael D. Watkins.
Do you have the right strategy to lead your company into the future? Get more of the
management ideas you want, from the authors you trust, with HBR's 10 Must Reads on
Strategy (Vol. 2). We've combed through hundreds of Harvard Business Review articles
and selected the most important ones to help you combat new competitors and define
the best strategy for your company. With insights from leading experts including
Michael E. Porter, A.G. Lafley, and Clayton M. Christensen, this book will inspire you to:
Choose a strategy that meets the demands of your competitive environment Identify the
signals of disruption and take steps to avoid it Understand lean methodology and how it
is changing business Transform your products and services into platforms Instill your
strategy with creativity and purpose Generate value for your company, while also
contributing to society This collection of articles includes "Your Strategy Needs a
Strategy," by Martin Reeves, Claire Love, and Philipp Tillmanns; "Transient
Advantage," by Rita Gunther McGrath; "Bringing Science to the Art of Strategy," by
A.G. Lafley, Roger L. Martin, Jan W. Rivkin, and Nicolaj Siggelkow; "Managing Risks: A
New Framework," by Robert S. Kaplan and Anette Mikes; "Surviving Disruption," by
Maxwell Wessel and Clayton M. Christensen; "The Great Repeatable Business Model,"
by Chris Zook and James Allen; 'Pipelines, Platforms, and the New Rules of Strategy,"
by Marshall W. Van Alstyne, Geoffrey G. Parker, and Sangeet Paul Choudary; "Why
the Lean Start-Up Changes Everything," by Steve Blank; "Strategy Needs Creativity,"
by Adam Brandenburger; "Put Purpose at the Core of Your Strategy," by Thomas W.
Malnight, Ivy Buche, and Charles Dhanaraj; "Creating Shared Value," by Michael E.
Porter and Mark R. Kramer.
The New Manager’s Guide and Mentor The Harvard Business Essentials series is
designed to provide comprehensive advice, personal coaching, background
information, and guidance on the most relevant topics in business. Whether you are a
new manager seeking to expand your skills or a seasoned professional looking to
broaden your knowledge base, these solution-oriented books put reliable answers at
your fingertips. Decision making is a critical part of management, and bad choices can
damage careers and the bottom line. This book offers the tools and advice managers
need to avoid common biases and arrive at and implement decisions that are both
sound and ethical.
You've been asked to manage a key project--or perhaps you've volunteered for an
assignment that could advance your career. So how do you make sure the project
succeeds? Managing Projects walks you quickly through the basics, including: Drawing
up a realistic schedule and project plan Monitoring key tasks and benchmarks
Communicating with stakeholders Bringing the project to a close 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.
In today's volatile work environment, avoiding disaster is more important than ever.
Crisis Management helps managers identify, manage, and prevent potential crises. Full
of tips and tools on how to prepare an emergency list and how to utilize precrisis
Page 3/11

Download Ebook Time Management Harvard Business Essentials
resources, this book shows managers how to shepherd their teams from crisis to
success. The Harvard Business Essentials series is designed to provide
comprehensive advice, personal coaching, background information, and guidance on
the most relevant topics in business. Drawing on rich content from Harvard Business
School Publishing and other sources, these concise guides are carefully crafted to
provide a highly practical resource for readers with all levels of experience and are
especially valuable for the new manager. To assure quality and accuracy, a specialized
content adviser from a world-class business school closely reviews each volume.
Whether you are a new manager seeking to expand your skills or a seasoned
professional looking to broaden your knowledge base, these solution-oriented books
put reliable answers at your fingertips.
The perfect gift for aspiring leaders: 16 volumes of HBR 20-Minute Manager. This
16-volume, specially priced boxed set makes a perfect gift for aspiring leaders who are
short on time but need advice fast, on topics from creating business plans and giving
feedback to managing time and presentations. The set includes Creating Business
Plans, Delegating Work, Difficult Conversations, Finance Basics, Getting Work Done,
Giving Effective Feedback, Innovative Teams, Leading Virtual Teams, Managing
Projects, Managing Time, Managing Up, Performance Reviews, Presentations,
Running Meetings, Running Virtual Meetings, and Virtual Collaboration. 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.
Time ManagementIncrease Your Personal Productivity And EffectivenessHarvard
Business Press

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
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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 AIPowered 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.
Are you a good boss--or a great one? Get more of the management ideas you
want, from the authors you trust, with HBR's 10 Must Reads on Managing People
(Vol. 2). We've combed through hundreds of Harvard Business Review articles
and selected the most important ones to help you master the innumerable
challenges of being a manager. With insights from leading experts including
Marcus Buckingham, Michael D. Watkins, and Linda Hill, this book will inspire
you to: Draw out your employees' signature strengths Support a culture of
honesty and civility Cultivate better communication and deeper trust among
global teams Give feedback that will help your people excel Hire, reward, and
tolerate only fully formed adults Motivate your employees through small wins
Foster collaboration and break down silos across your company This collection of
articles includes "Are You a Good Boss--or a Great One?," by Linda A. Hill and
Kent Lineback; "Let Your Workers Rebel," by Francesca Gino; "The Feedback
Fallacy," by Marcus Buckingham and Ashley Goodall; "The Power of Small
Wins," by Teresa M. Amabile and Steven J. Kramer; "The Price of Incivility," by
Christine Porath and Christine Pearson; "What Most People Get Wrong About
Men and Women," by Catherine H. Tinsley and Robin J. Ely; "How Netflix
Reinvented HR," by Patty McCord; "Leading the Team You Inherit," by Michael
D. Watkins; "The Overcommitted Organization," by Mark Mortensen and Heidi K.
Gardner; "Global Teams That Work," by Tsedal Neeley; "Creating the Best
Workplace on Earth," by Rob Goffee and Gareth Jones.
What really sets the best managers above the rest? It’s their power to build a
cadre of employees who have great inner work lives—consistently positive
emotions; strong motivation; and favorable perceptions of the organization, their
work, and their colleagues. The worst managers undermine inner work life, often
unwittingly. As Teresa Amabile and Steven Kramer explain in The Progress
Principle, seemingly mundane workday events can make or break employees’
inner work lives. But it’s forward momentum in meaningful work—progress—that
creates the best inner work lives. Through rigorous analysis of nearly 12,000
diary entries provided by 238 employees in 7 companies, the authors explain
how managers can foster progress and enhance inner work life every day. The
book shows how to remove obstacles to progress, including meaningless tasks
and toxic relationships. It also explains how to activate two forces that enable
progress: (1) catalysts—events that directly facilitate project work, such as clear
goals and autonomy—and (2) nourishers—interpersonal events that uplift workers,
including encouragement and demonstrations of respect and collegiality.
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Brimming with honest examples from the companies studied, The Progress
Principle equips aspiring and seasoned leaders alike with the insights they need
to maximize their people’s performance.
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
Managing Projects Large and Small: The Fundamental Skills for Delivering on
Cost and On Time When it comes to project management, success lies in the
details. This book walks managers through every step of project oversight from
start to finish. Thanks to the book's comprehensive information on everything
from planning and budgeting to team building and after-project reviews,
managers will master the discipline and skills they need to achieve stellar results
without wasting time and money. The Harvard Business Essentials series is for
managers at all levels but is especially relevant for new managers. It offers onthe-spot guidance, coaching, and tools on the most relevant topics in business.
Each book includes the critical information that managers need on a given topicfrom budgeting to hiring to communication to strategy-and offers interactive tools
and worksheets that translate advice into action. Providing ready answers to dayto-day issues, these guides make sound, trusted mentoring advice available
whenever managers need it. Other Books in the HBE Series: Managing Change
and Transition Hiring and Keeping the Best People Finance for Managers
Business Communications Innovation Negotiation
IS YOUR WORKLOAD SLOWING YOU—AND YOUR CAREER—DOWN? Your
inbox is overflowing. You’re paralyzed because you have too much to do but
don’t know where to start. Your to-do list never seems to get any shorter. You
leave work exhausted but have little to show for it. It’s time to learn how to get
the right work done. In the HBR Guide to Getting the Right Work Done, you’ll
discover how to focus your time and energy where they will yield the greatest
reward. Not only will you end each day knowing you made progress—your
improved productivity will also set you apart from the pack. Whether you’re a
new professional or an experienced one, this guide will help you: Prioritize and
stay focused Work less but accomplish more Stop bad habits and develop good
ones Break overwhelming projects into manageable pieces Conquer e-mail
overload Write to-do lists that really work
Teams can be a driving force for organizational performance--and managers can
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play a key role in teams' ultimate success or failure. Highlighting the latest
research on team development and dynamics--and including hands-on tools for
improving communication, resolving conflicts, promoting interdependence, and
more--this guide helps managers at all levels to motivate teams to achieve higher
performance.
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
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
Today’s competitive workplace demands that managers evaluate employee
performance, and provide coaching. Performance Management will help managers
prepare for a formal performance meeting with a direct report, and create a
development plan to increase employee productivity. The Harvard Business Essentials
series is designed to provide comprehensive advice, personal coaching, background
information, and guidance on the most relevant topics in business. Whether you are a
new manager seeking to expand your skills or a seasoned professional looking to
broaden your knowledge base, these solution-oriented books put reliable answers at
your fingertips.
Time is the one thing no manager has enough of. Through goal setting, prioritizing,
delegation, and other proven techniques, this guide helps managers maximize their
personal productivity within and their impact on their organizations. The Harvard
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Business Essentials series provides comprehensive advice, personal coaching,
background information, and guidance on the most relevant topics in business.
Whether you are a new manager seeking to expand your skills or a seasoned
professional looking to broaden your knowledge base, these solution-oriented books
put reliable answers at your fingertips.
My journey into this fascinating field of biotechnology started about 26 years ago at a
small biotechnology company in South San Francisco called Genentech. I was very
fortunate to work for the company that begat the biotech industry during its formative
years. This experience established a solid foundation from which I could grow in both
the science and business of biotechnology. After my fourth year of working on Oyster
Point Boulevard, a close friend and colleague left Genentech to join a start-up
biotechnology company. Later, he approached me to leave and join him in of all places
– Oklahoma. He persisted for at least a year before I seriously considered his proposal.
After listening to their plans, the opportunity suddenly became more and more
intriguing. Finally, I took the plunge and joined this ent- preneurial team in cofounding
and growing a start-up biotechnology company. Making that fateful decision to leave
the security of a larger company was extremely difficult, but it turned out to be the
beginning of an entrepreneurial career that forever changed how I viewed the
biotechnology industry. Since that time, I have been fortunate to have cofounded two
other biotechnology com- nies and even participated in taking one of them public.
During my career in these start-ups, I held a variety of positions, from directing the
science, operations, regulatory, and marketing components, to subsequently becoming
CEO.
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 last-minute 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-by-step guidance through common managerial tasks - Short sections and
chapters that you can turn to quickly as a need arises - Self-assessments 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
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feedback - Leading teams - Fostering creativity - Mastering the basics of strategy Learning to use financial tools - Developing a business case HBR Handbooks provide
ambitious professionals with the frameworks, advice, and tools they need to excel in
their careers. With step-by-step guidance, time-honed best practices, real-life stories,
and concise explanations of research published in Harvard Business Review, each
comprehensive volume helps you to stand out from the pack--whatever your role.
Every day begins with the same challenge: too many tasks on your to-do list and not
enough time to accomplish them. Perhaps you tell yourself to just buckle down and get
it all done—skip lunch, work a longer day. Maybe you throw your hands up, recognize
you can't do it all, and just begin fighting the biggest fire or greasing the squeakiest
wheel. And yet you know how good it feels on those days when you're working at peak
productivity, taking care of difficult and meaty projects while also knocking off the
smaller tasks that have been hanging over your head forever. Those are the times
when your day didn't run you—you ran your day. To have more of those days more
often, you need to discover what works for you given your strengths, your preferences,
and the things you must accomplish. Whether you're an assistant or the CEO, whether
you've been in the workforce for 40 years or are just starting out, this guide will help you
be more productive. You'll discover different ways to: Motivate yourself to work when
you really don't want to Take on less, but get more done Preserve time for your most
important work Improve your focus Make the most of small pockets of time between
meetings Set boundaries with colleagues—without alienating them Take time off without
tearing your hair out 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.
Strategic execution drives business success. This book covers strategy from the
ground up, explaining what strategy is, how to put together a strategic plan, what tools
and resources are necessary to execute it, and how to measure results. The Harvard
Business Essentials series is designed to provide comprehensive advice, personal
coaching, background information, and guidance on the most relevant topics in
business. Whether you are a new manager seeking to expand your skills or a seasoned
professional looking to broaden your knowledge base, these solution-oriented books
put reliable answers at your fingertips.
The Harvard Business Essentials series is designed to provide comprehensive advice,
personal coaching, background information, and guidance on the most relevant topics
in business. Books in the series serve as “mentor and guide” to help managers
understand business fundamentals such as financial tools, teams, change, hiring, and
communication. Drawing on rich content from Harvard Business School Publishing and
other sources, these concise guides are carefully crafted to provide a highly practical
resource for readers with all levels of experience, and will prove especially valuable for
new and middle managers. Time Management discusses the various options for how to
use your time effectively to achieve the best results both personally and
organizationally. Topics include prioritizing tasks, scheduling, stress management, and
work/life balance.
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
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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
Does it seem like you never have enough time to get everything done? Keeping on top of your
tasks, deadlines, and work schedule can be daunting. Managing Time quickly walks you
through the basics. You’ll learn to: Assess how you spend your time now Prioritize your tasks
Plan the right time to work on each one Avoid procrastination and interruptions 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.
Whether you're dealing with a problem employee or praising the good work of a colleague, you
need to communicate in a way that promotes positive change in others. Giving Effective
Feedback quickly walks you through the basics of delivering feedback that gets results,
including: ? Choosing the right time to talk ? Engaging in productive dialogue ? Helping both
star and struggling performers ? Developing a plan for effective follow-up About HBR's
20-Minute Manager Series: 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.
Time management is a subject that concerns everybody: Male and female; rich and poor;
young and old; leaders and followers; educated and uneducated; etc. It is a challenge that has
to be faced squarely by everyone who is interested in accomplishing his/her tasks within the
limited time available, and this time is equally endowed. This book is specifically focused on
scholars, as role models for effective time management. These scholars could be at the
primary school level, secondary school level, tertiary educational institutions (universities,
polytechnics, colleges of education, etc.), research institutes/ centers, etc. It is a challenge for
them to lead other time users on effective management and utilisation of time and also to go
deep into research on various aspects of time management, so as to establish acceptable
principles, models and theories on the subject matter. Although the book has the scholar in
mind, other users of time in the various sectors of any economy would find this book very
interesting and very useful. Good time management is the key factor to achieve so much more
within the 24-hour-period endowed equally to mankind. Over the 24 years of his working life in
the University, the authors has come to realise that most scholars in educational system and
those in other levels of the educational sector are not according time management the
attentions it deserves. The required attentions are: (i) in respect of its effective management to
achieve desire results; and (ii) in respect of promoting it an a subject of study at various levels.
This book is an attempt to address these two issues.
Does it seem like you never have enough time to get everything done? Keeping on top of your
tasks, deadlines, and work schedule can be daunting.Managing Time quickly walks you
through the basics. You'll learn to: Assess how you spend your time now Prioritize your tasks
Plan the right time to work on each one Avoid procrastination and interruptions About HBR's
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20-Minute Manager Series: 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 executivesfrom the most trusted source in business. Also available
as an ebook.
With ambition, drive, and talent, you can rise to the top of your chosen profession regardless of
where you started out. But companies today aren't managing your career-- you must be your
own chief executive officer. It's up to you to carve out your place in the world and know when to
change course. In this short work Drucker gives you the keys to unlock your full potential so
that you can achieve true and lasting excellence.
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