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With forty well-structured and easy to follow topics to choose from, each
workbook has a wide range of case studies, questions, and activities to meet
both the individual or organization's training needs. Whether studying for an ILM
qualification or looking to enhance the skills of your employees, 'Super Series'
provides essential solutions, frameworks and techniques to support management
and leadership development.
The current orthodoxy is that 'knowledge' is the most powerful resource for
organisational success. So how can managers develop the appropriate
knowledge base to make their organisations grow? The answer lies in action
research. Action research is increasingly perceived and used as a powerful
methodology to promote professional awareness and development. However,
there are very few texts that demonstrate how this can be utilised to promote
management and organisational improvement or that emphasise the reflective
nature of improving professionalism. Action Research in Organisations fills this
gap. Aimed at both practising managers and university students alike, key
features of this title include: * the location of management and organisational
theory within a framework * examination of the principles and practice of action
research * real-world examples and case studies of people attempting to improve
their own situations through action research.
The Ninth Edition of this best-selling text continues to offer proven, hands-on,
practical applications of both classic and current management principles in the
healthcare setting. Packed with strategies, techniques, and tools to build or
reinforce your management skills and meet the never-ending challenges that one
may face daily as a healthcare supervisor, students and professionals alike will
benefit from this classic guidebook that is now more reader-friendly and
accessible.
While much thought has been given to how business leaders and managers can
obtain the most productivity from Millennials (Generation Y) and subsequent
groups such as Generation Z, the true challenge is far more complex. The
workforce of the near future will be a multigenerational one, featuring members
from between four and six generations in one organizational setting. This
situation is made even more complex and challenging with the effect of today's
globalization, which has created worldwide hypercompetition in organizations that
often involves members from multiple cultures who speak different languages.
How to effectively handle such a diverse population is increasingly a key concern
for organizations of all types and sizes. Global Applications of Multigenerational
Management and Leadership in the Transcultural Era is a pivotal reference
source that provides vital research on the application of applying numerous
leadership styles to effectively navigate generational compromise. While
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highlighting topics such as consumer behavior, leadership management, and
workforce diversity, this publication is ideally designed for business scholars,
managers, executives, human resources professionals, recruitment agencies,
students, business professionals, and international business leaders seeking
current research on communication strategies and the most effective ways to
handle a diverse workforce.
Nursing Leadership & Management, Fourth Edition provides a comprehensive
look at the knowledge and skills required to lead and manage at every level of
nursing, emphasizing the crucial role nurses play in patient safety and the
delivery of quality health care. Presented in three units, readers are introduced to
a conceptual framework that highlights nursing leadership and management
responsibilities for patient-centered care delivery to the patient, to the community,
to the agency, and to the self. This valuable new edition: Includes new and up-todate information from national and state health care and nursing organizations,
as well as new chapters on the historical context of nursing leadership and
management and the organization of patient care in high reliability health care
organizations Explores each of the six Quality and Safety in Nursing (QSEN)
competencies: Patient-Centered Care, Teamwork and Collaboration, Evidencebased Practice (EBP), Quality Improvement (QI), Safety, and Informatics
Provides review questions for all chapters to help students prepare for course
exams and NCLEX state board exams Features contributions from experts in the
field, with perspectives from bedside nurses, faculty, directors of nursing, nursing
historians, physicians, lawyers, psychologists and more Nursing Leadership &
Management, Fourth Edition provides a strong foundation for evidence-based,
high-quality health care for undergraduate nursing students, working nurses,
managers, educators, and clinical specialists.
Updated to provide a modern look at the daily stessors evolving in our ever
changing society, Managing Stress: Skills for Self-Care, Personal Resiliency and
Work-Life Balance in a Rapidly Changing World, Tenth Edition provides a
comprehensive approach to stress management, honoring the balance and
harmony of the mind, body, spirit, and emotions. Referred to as the “authority on
stress management” by students and professionals, this book equips readers
with the tools needed to identify and manage stress while also coaching on how
to strive for health and balance in these changing times. The holistic approach
taken by internationally acclaimed lecturer and author Brian Luke Seaward gently
guides the reader to greater levels of mental, emotional, physical, and spiritual
well-being by emphasizing the importance of the mind-body-spirit connection.
Just as simple measures keep your body fit, there are attitudes and skills you can
develop to build a healthy mind. In this book two leaders in their fields set out
strategies that will stretch, strengthen and tune your mind, to help you cope with
the rigours of everyday life. New to this edition are chapters on sexuality, anger in
relationships, trauma, dealing with the past and loss and bereavement. Manage
Your Mind also includes up-to-date information on how to make decisions,
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strengthen your memory, stop smoking, sleep better, recover from alcohol abuse,
and more.
Work practices and organizational processes vary widely and evolve constantly.
The technological infrastructure has to follow, allowing or even supporting these
changes. Traditional approaches to software engineering reach their limits
whenever the full spectrum of user requirements cannot be anticipated or the
frequency of changes makes software reengineering cycles too clumsy to
address all the needs of a specific field of application. Moreover, the increasing
importance of ‘infrastructural’ aspects, particularly the mutual dependencies
between technologies, usages, and domain competencies, calls for a
differentiation of roles beyond the classical user–designer dichotomy. End user
development (EUD) addresses these issues by offering lightweight, use-time
support which allows users to configure, adapt, and evolve their software by
themselves. EUD is understood as a set of methods, techniques, and tools that
allow users of software systems who are acting as non-professional software
developers to 1 create, modify, or extend a software artifact. While programming
activities by non-professional actors are an essential focus, EUD also
investigates related activities such as collective understanding and sense-making
of use problems and solutions, the interaction among end users with regard to
the introduction and diffusion of new configurations, or delegation patterns that
may also partly involve professional designers.
Instructor's Guide includes chapter teaching suggestions, answers to activities,
printed tests, handouts and transparency masters.
Virtual environments (VE) are human-computer interfaces in which the computer
creates a sensory-immersing environment that interactively responds to and is
controlled by the behaviour of the user. Since these technologies will continue to
become more reliable, more resolute and more affordable, it's important to
consider the advantages that VEs may offer to support business processes. The
term 'synthetic world' refers to a subset of VEs, having a large virtual landscape
and a set of rules that govern the interactions among participants. Currently, the
primary motivators for participation in these synthetic worlds appear to be fun and
novelty. As the novelty wears off, synthetic worlds will need to demonstrate a
favourable value proposition if they are to survive. In particular, non-gameoriented worlds will need to facilitate business processes to a degree that
exceeds their substantial costs for development and maintenance. Working
Through Synthetic Worlds explores a variety of different tasks that might benefit
by being performed within a synthetic world. The editors use a distinctive format
for the book, consisting of a set of chapters composed of three parts: ¢ a story or
vignette that describes work conducted within a synthetic world based loosely on
the question, 'what will work be like in the year 2025?', founded on the expert
authors' expectations of plausible future technologies ¢ a scholarly review of the
technologies described by the stories and the current theories related to those
technologies ¢ a prescription for future research required to bridge the current
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state-of-the-art with the notional worlds described in the stories. The book will
appeal to undergraduate and graduate students, professors, scientists and
engineers, managers in high-tech industries and software developers.
True to Life is a five level course designed specifically for adult learners.
"This book covers the latest concepts, methodologies, techniques, tools, and
perspectives essential to understanding individual time management
experiences"--Provided by publisher.
The authors are proud sponsors of the 2020 SAGE Keith Roberts Teaching
Innovations Award—enabling graduate students and early career faculty to attend
the annual ASA pre-conference teaching and learning workshop. The Fourth
Edition of The Practice of Research in Social Work introduces an integrated set
of techniques for evaluating research and practice problems as well as
conducting studies. Evidence-based practice comes alive through illustrations of
actual social work research. Updated with new examples, the latest research,
and expanded material on technology and qualitative methods, this popular text
helps readers achieve the 2015 EPAS core competencies essential for social
work practice.. See the text’s CSWE Competency Matrix, linking chapter content
to the 2015 Educational Policy and Accreditation Standards (EPAS).
"I would recommend this book for anyone who is anxious about interviews or who
wants to improve their interview performance." Phoenix, May 2012 "In a tough
market with strong competition for just a handful of roles, you need to be the best
on the day. Only careful preparation and ensuring you match everything you say
and do to the specific role, employer and eveninterviewer, will position you as a
serious contender for the role. John once again combines a proven, thorough
approach with practical tips that will equip you with the skills, examples and
confidence required to achieve interview success." Isabel Chadwick, Managing
Director, Career Management Consultants Ltd "John's book is a great asset to
anyone who fears the interview process. Aswell as some very practical and
useful exercises, designed to help capturepowerful information and to get you
thinking, he gives a fascinating insightinto the psychological processes, making it
much easier to understandand put yourself into the shoes of the interviewer.
John's style is veryaccessible, demonstrating his years of experience and
translating it intoan easy-to-read collection of hints, tips and guidance. I suspect a
lot ofinterviewers will also want to use this book to help them raise their game!"
Kerwin Hack, Consultant Director, Fairplace Cedar "This book is an extremely
comprehensive guide on how to succeed in jobinterviews. John takes you
'backstage' into the mind of the interviewers soyou can understand what they are
thinking and what they really want toknow when asking a range different of
questions. Getting a job interviewinto today's difficult employment market is a
privilege. This manual willhelp you to be much better prepared so that your next
job interviewbecomes a positive opportunity to show what you can really offer,
not anordeal to be feared. He covers everything from warm up questions to
thetricky issue of salary." Simon Broomer, Managing Director, CareerBalance
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"John Lees is the career professional's professional; the doyen of careersexperts.
His books and advice have helped countless numbers of peopleto enjoy better,
more fulfilling careers. This book is an essential read foranyone who is about to
attend a job interview." Dr Harry Freedman, Career and Business
Strategist,Hanover Executive "John gives consistently good, pragmatic advice
and provides suggestionsto help people make the most of themselves and the
opportunities theyget. Easy to read, relevant and straightforward, the book offers
so muchmore than standard self-help books - it provides practical steps to
getreaders started and give them confidence to take ownership of theircareers. A
great resource to ensure a head start in a competitive market." Denise Nesbitt,
Senior Change Delivery Manager,Talent & Development, Lloyds Banking Group
"John Lees' writing offers insight and knowledge which allows you tothink in new
ways and achieve changes you didn't think possible. In thesedifficult and
challenging times, his books help you achieve your nextcareer step." Laura
Roberts, Chief Executive, NHS Manchester Why are you on the market right
now? If our roles were reversed, what questions would you ask? Sell me this
stapler! Tough questions like these can unnerve even the most confident
jobseeker, proving that it's not always the best candidate who gets the job, it's the
best interviewee. Whether a first-time jobseeker, career-changer, or returning
after a break, Job Interviews: Top Answers to Tough Questions is your
indispensable toolkit. Now thoroughly revised and updated to reflect today's
demanding job market, featuring: 225 of the most common interview questions A
'fast-track' preparation option if your interview is TOMORROW! More sample
answers to challenging questions Insights into the employer mindset when
vacancies are thin on the ground "This book is invaluable. Follow the guidelines
and your chances improvebeyond measure. You will be sharp, focused, and not
only make the mostof your own abilities, but also have a clear understanding of
what youneed to offer to employers. This moves you from the 'me' agenda to the
'we' agenda." Stuart Walkley, Director, Oakridge Training and Consulting "As a
careers adviser, I often find that clients know that preparation is the key to a
successful interview but are unsure where to start. John Lees deals with this
clearly and comprehensively. This book is based on real evidence gained from
employers and this new edition has been comprehensively updated. I would
recommend the book for anyone who is anxious about interviews and to people
applying for any level of job, regardless of how much interview experience they
may have." David Levinson, Careers Adviser, The University of Edinburgh
600 practice questions covering the breadth of topics under the PMP¬ exam, including project
scope, time and procurement management. - Focus on the most frequently asked questions.
Avoid information overload - Compact format: easy to read, easy to carry, so you can study onthe-go Now, you finally have what you need to crush your project management certification,
and land that dream job. About The Author Eli Alpert has been managing IT projects since
1998. Early in his career, he ran a nationwide multi-million dollar initiative to upgrade the
wireless data network of a large telecom provider. His current focus is using machine learning
to analyze bottlenecks in global supply chains. He is based in New York City.
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Designed to help students develop skills in evaluating research and conducting studies, this
brief version of Rafael J. Engel and Russell K. Schutt’s popular, The Practice of Research in
Social Work, makes principles of evidence-based practice come alive through illustrations of
actual social work research. With integration of the CSWE Competencies, the text addresses
issues and concerns common to the discipline and encourages students to address diversity
and ethics when planning and evaluating research studies. The Second Edition includes a
focus on qualitative research, a new chapter on research ethics, new sections on mixed
methods research and community-based participatory research, and more.
This is the first book devoted specifically to Personal Knowledge Management (PKM), here
defined broadly as an evolving set of understandings, skills and abilities that allows an
individual to survive and prosper in complex and changing organizational and social
environments.
FIA - FAB Accountant in Business (ACCA F1) Study Text
This book constitutes the thoroughly refereed post-conference proceedings of the Second
International ICST Conference on Mobile Networks and Management, MONAMI 2010, held in
Santander, Spain in September 2010. The 29 revised full papers presented were carefully
reviewed and selected for inclusion in the proceedings. The papers are organized in topical
sections on routing and virtualization, autonomic networking, mobility management,
multiaccess selection, wireless network management, wireless networks, and future research
directions.
Your One-Stop Guide to Oracle CRM On Demand Reporting Plan, build, and distribute datarich business intelligence reports with ease. Oracle CRM On Demand Reporting details the
entire report-building process and explains how to use the powerful features available in
Answers On Demand to create and share comprehensive, integrated reports. The book
includes proven strategies for report design and development, real-world examples, formatting
tips, advanced reporting techniques, and sample formulas. Convert disparate corporate data
into actionable business intelligence with help from this detailed guide. Maximize the features
of Answers On Demand Strategically plan your reports Format, sort, filter, and modify report
data Use column formulas with numeric, date and time, and text data Apply logic and transform
data with column formulas Format report title and table views Add charts, graphs, pivot tables,
filter prompts, and interactivity to reports Configure advanced views and create custom
dashboards Manage reports and control access
Whether you are a new member on the board of a nonprofit or a veteran member looking for a
quick reference to the fundamentals, this book models best board practices in a straightforward
way. Comprehensive coverage of best practices for new and veteran board members Short
chapters providing digestible information Tools to assist in duties such as board evaluation and
strategic planning Technical topics presented in a simple format Real and practical vignettes to
reinforce principles discussed

Each chapter of this content-rich study guide includes a review of key objectives, a
guided chapter review, key terms, two practice tests, short answer questions, and
Internet activities.
The book Lifehack calls "The Bible of business and personal productivity." "A
completely revised and updated edition of the blockbuster bestseller from 'the personal
productivity guru'"—Fast Company Since it was first published almost fifteen years ago,
David Allen’s Getting Things Done has become one of the most influential business
books of its era, and the ultimate book on personal organization. “GTD” is now
shorthand for an entire way of approaching professional and personal tasks, and has
spawned an entire culture of websites, organizational tools, seminars, and offshoots.
Allen has rewritten the book from start to finish, tweaking his classic text with important
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perspectives on the new workplace, and adding material that will make the book fresh
and relevant for years to come. This new edition of Getting Things Done will be
welcomed not only by its hundreds of thousands of existing fans but also by a whole
new generation eager to adopt its proven principles.
Personal development is a core element in counsellor training. This book is an essential
guide to personal development and includes discussion about self-knowledge and its
implications for different modes of counselling. It provides a clear analysis of techniques
for promoting self-development and an examination of the specific gains to trainee
counsellors of well-managed personal development work. The theoretical premises are
supported with accounts of personal experience. The invaluable insights contained in
this unique book are relevant to counsellors, trainers, supervisors, psychotherapy
trainers and trainees, and students of counsellor training courses.
FROM THE PUBLISHER: It is very rightly said that if we teach today as we taught
yesterday, then we rob our children of tomorrow. We at Oswaal Books, are extremely
upbeat about the recent changes introduced by CBSE in its latest curriculum for
2020-2021. We have made every possible effort to incorporate all these changes in our
QUESTION BANKS for the coming Academic Year. Updated & Revised Oswaal
Question Banks are available for all the important subjects like ENGLISH, MATHS,
SCIENCE, HINDI, SOCIAL SCIENCE (SST), COMPUTER APPLICATIONS &
SANSKRIT Some of the key benefits of studying from Oswaal Question Banks are: •
Chapter-wise/ Topic-wise presentation for systematic and methodical study • Strictly
based on the latest CBSE Curriculum issued for Academic Year 2020-2021, following
the latest NCERT Textbook and Exemplar • Previous Years' Question Papers with
Marking Scheme & Toppers' Answers for exam-oriented study • Remembering,
Understanding, Application, Analysing & Evaluation and Creation Based Question
based on Bloom's Taxonomy for cognitive skills development • Latest Typologies of
Questions developed by Oswaal Editorial Board included • Mind Maps in each chapter
for making learning simple • 'Most likely Questions' generated by Oswaal Editorial
Board with 100+ years of teaching experience • Suggested videos at the end of each
chapter for a Hybrid Learning Experience IMPORTANT FEATURES OF THE BOOK:
Self-Study Mode • Chapter wise/Topic wise Previous Years’ Board Examination
Questions to facilitate focused study • Latest Board solved paper along with Marking
Scheme and Handwritten Topper’s Answers for practice Exam Preparatory Material •
Answers of CBSE Marking Scheme up to March 2019 Exam with detailed explanations
to score full marks in exams • Answering Tips & Commonly Made Errors for clearer
thinking All-In-One • Revision notes, Mind Maps & Grammar charts facilitate quick
revision of chapters • NCERT & Oswaal 150+ concept videos for digital learning WHAT
THIS BOOK HAS FOR YOU: Latest CBSE Curriculum Strictly based on the latest
CBSE curriculum issued for Academic Year 2020-2021, following the latest NCERT
Textbook. Latest Typology of Questions Latest Typologies of Questions like Multiple
Choice Questions,Tabular based Questions, Passage based Questions, Picture based
Questions, Fill in the Blanks, Match the Following, etc. have been exclusively
developed by the Oswaal Editorial Board and included in our Question Banks. Most
Likely Questions ‘Most likely questions’ generated by our editorial Board with 100+
years of teaching experience. About Oswaal Books: We feel extremely happy to
announce that Oswaal Books has been awarded as ‘The Most Promising Brand 2019’
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by The Economic Times. This has been possible only because of your trust and love for
us. Oswaal Books strongly believes in Making Learning Simple. To ensure studentfriendly, yet highly exam-oriented content, we take due care in developing our Panel of
Experts. Accomplished teachers with 100+ years of combined experience, Subject
Matter Experts with unmatchable subject knowledge, dynamic educationists,
professionals with a keen interest in education and topper students from the length and
breadth of the country, together form the coveted Oswaal Panel of Experts. It is with
their expertise, guidance and a keen eye for details that the content in each offering
meets the need of the students. No wonder, Oswaal Books holds an enviable place in
every student’s heart!
The authors provide numerous insights into successful time management, arguing that
managing time is a form of self-management and showing how to plan and schedule
activities and how to conquer procrastination
This digital collection, curated by Harvard Business Review, includes three important
books by experts in the human resources field—The HR Scorecard, The HR Value
Proposition, and Human Resource Champions. Learn how individuals in human
resources can partner with line managers to make organizations more competitive, how
HR impacts business performance, and how HR leaders can bring substantial value to
internal and external stakeholders.
Work, relationships, money worries. Is it any wonder that at least 75 percent of
American adults find themselves stressed in any given month? This guide teaches you
how to fight back by getting rid of unhealthy stress in your daily life, and how to keep it
from coming back! You'll find novel approaches to stress management, including:
Proven relaxation methods such as stretching and deep breathing An included CD of
guided meditations for relaxation Innovative recipes that utilize calming foods such as
kiwi A step-by-step plan for lowering stress one day at a time Packed full of expert tips
and techniques, this book is an invaluable resource for anyone whose life has them
feeling overwhelmed, overworked, or just plain stressed-out!
"Originally published in hardcover in the United States by Crown Business, New York,
in 2017"--Title page verso.
Most project managers would agree that every project is unique. But not all project
managers would agree that the best way to manage a unique project is unique. Many
still cling to the old practice of having a methodology that is applied to all projects. "One
size fits all" is still in common use, and this approach has proven to lead to project
failure. Flexibility, situational intelligence, and creativity are essential to deliver project
success. The need to recognize and master ever-changing requirements and
environmental conditions is a tough challenge for professional project managers. The
same practices that led to success yesterday may cause failure today. Selecting
favorable responses to a given situation is often the most critical factor of the dynamics
of success and failure. This book is designed to help project professionals assess a
situation, predict the appropriate approach, methodology and achieving styles, and then
apply them in a situational fashion. To guide project managers in selecting the
appropriate responses, Situational Project Management (SitPM) shows how to assess
a given project, determine its unique characteristics, and select the appropriate
methods to complete the project. With this book, projects managers can use SitPM to
develop profiles of their projects on the basis of the projects’ physical characteristics,
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the project teams’ behavioral characteristics, the enterprise environment, and the
market environments receiving project deliverables. These profiles help project
managers to determine the appropriate project life cycle approach and leadership style.
The book also explores various ways to engage stakeholders on the basis of a
project’s SitPM profile. The book’s author, Oliver F. Lehmann, has developed a set of
templates to apply SitPM in practice. It can be downloaded from
www.oliverlehmann.com/SitPM/Templates.zip.
The new edition of this exciting text has been revised and updated to equip today's
students for a career as an LPN/LVN. SUCCESS IN PRACTICAL/VOCATIONAL
NURSING offers an interactive approach, teaching students not only what to do, but
how to do it. This 1-2-3 approach, combined with an increased emphasis on leadership
and management, ensures that this text will continue to be an essential tool that
teaches students skills they'll need throughout their careers! SUCCESS IN
PRACTICAL/VOCATIONAL NURSING encourages critical thinking and active problem
solving. It presents learning strategies for adult students, as well as approaches for
traditional and returning students and offers tips on taking the NCLEX-PN and
searching for a job.
If it's essential to project management... it's in here! The first edition of The Project
Management Answer Book addressed all the key principles of project management that
every project manager needs to know. With a new chapter on scrum agile, updates
throughout, and many new PMP® test tips, this new edition builds on that solid
foundation. The structure of this update maps closely to the PMBOK® Guide, Fifth
Edition, and is designed to assist anyone studying for the PMP® and other certification
exams. Helpful sections cover: • Networking and social media tips for PMs, including
the best professional organizations, virtual groups, and podcast resources • The
formulas PMs need to know, plus a template to help certification candidates prepare
and self-test for their exams • Quick study sheet for the processes covered on the
PMP® exam • Key changes in PMBOK® Guide, Fifth Edition, for readers familiar with
earlier versions who want “the skinny” on the new version. PMs at every level will find
real gold in the information nuggets provided in this new edition. Those new to project
management will find the comprehensive coverage and the depth of the answers
especially valuable, and will like the easy-to-read style and Q&A format. For
experienced managers looking for new tools and skills to help them pass their PMP® or
other certification exams, this is a must-have resource.
Combining the most current data with a userfriendly format, this timely reference
features more than 1,000 answers to questions on personal finance, its history, and
managing one's financial life. Providing financial lessons in a fun, approachable way,
the book avoids financial jargon and offers facts for everyday life that help readers save
money. Questions range from simple to complex—How do I balance my check book?
Why do people like to use online banks, and how popular is their use? What is a 401K
plan? With financial information suitable for a wide range of ages, this is an ideal source
for anyone looking to get a better understanding of personal finances.
The authors are proud sponsors of the 2020 SAGE Keith Roberts Teaching Innovations
Award—enabling graduate students and early career faculty to attend the annual ASA
pre-conference teaching and learning workshop. Changing Contours of Work is an
exploration of the American workplace in the larger context of an integrated global
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economy. Presented with engaging vignettes and rich data, this Fourth Edition shows
the reader how the "old economy" is now operating within the "new economy" and how
that integration shapes the development of work opportunities. Authors Stephen Sweet
and Peter Meiksins use an international comparative perspective, revealing the
historical transformations of work and identifying the profound effects that these
changes have had on lives, jobs, and life chances. This text supports the reader?s
understanding of the origins of current problems confronting working people in the new
economy, and contributes to a much-needed dialogue about the strategies for liberating
workers from poverty, drudgery, discrimination, stress, and exploitation.
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