Read Online Hbr Guide To Project Management
Free Book

Hbr Guide To Project Management
Free Book
Projects are the engines that drive innovation from idea to
commercialization. In fact, the number of projects in most
organizations today is expanding while operations is
shrinking. Yet, since many companies still focus on
operational excellence and efficiency, most projects
fail--largely because conventional project management
concepts cannot adapt to a dynamic business environment.
Moreover, top managers neglect their company's project
activity, and line managers treat all their projects alike--as
part of operations. Based on an unprecedented study of more
than 600 projects in a variety of businesses and organizations
around the globe, "Reinventing Project Management"
provides a new and highly adaptive model for planning and
managing projects to achieve superior business results.
A Guide to the Project Management Body of Knowledge
(PMBOK® Guide) provides generalized project management
guidance applicable to most projects most of the time. In
order to apply this generalized guidance to construction
projects, the Project Management Institute has developed the
Construction Extension to the PMBOK® Guide.This
Construction Extension provides construction-specific
guidance for the project management practitioner for each of
the PMBOK® Guide Knowledge Areas, as well as guidance
in these additional areas not found in the PMBOK®
Guide:•All project resources, rather than just human
resources•Project health, safety, security, and environmental
management•Project financial management, in addition to
cost•Management of claims in constructionThis edition of the
Construction Extension also follows a new structure,
discussing the principles in each of the Knowledge Areas
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rather than discussing the individual processes. This
approach broadens the applicability of the Construction
Extension by increasing the focus on the “what” and “why”
of construction project management. This Construction
Extension also includes discussion of emerging trends and
developments in the construction industry that affect the
application of project management to construction projects.
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.
If you're new to project management or need to refresh your
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knowledge, Project Management Essentials, Third Edition, is
the quickest and easiest way to learn how to manage projects
successfully. The simple techniques and templates in this
book provide you with the essential tools you'll need to be an
effective project manager. It's as simple as that. Read the
book and discover: How to plan well - to decide on the right
things to do; The key skills and knowledge you'll need to be
effective; How to create an effective charter to start projects
off right; Guidelines for building a usable project plan; Tips for
breaking project work into manageable pieces; Techniques
for estimating project cost and schedule; How to build a team;
Strategies to deal with conflict, change, and risk; How to
report on the progress of the project and keep everyone
concerned happy. Project Management Essentials is written
in short, clear chapters to make project management more
easily understood. The authors, all valued senior faculty of
PM College, use both their business experience and their
academic backgrounds to make these chapters come alive.
This updated edition complies with the latest project
management standard, the PMBOK Guide 5th Edition.
Make every minute count. Your calendar is full, and yet your
meetings don’t always seem to advance your work.
Problems often arise with unrealistic or vague agendas, offtrack conversations, tuned-out participants who don’t know
why they’re there, and follow-up notes that no one reads—or
acts on. Meetings can feel like a waste of time. But when you
invest a little energy in preparing yourself and your
participants, you’ll stay focused, solve problems, gain
consensus, and leave each meeting ready to take action.
With input from over 20 experts combined with useful
checklists, sample agendas, and follow-up memos, the HBR
Guide to Making Every Meeting Matter will teach you how to:
Set and communicate your meeting’s purpose Invite the right
people Prepare an achievable agenda Moderate a lively
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conversation Regain control of a wayward meeting Ensure
follow-through without babysitting or haranguing Arm yourself
with the advice you need to succeed on the job, from a
source you trust. Packed with how-to essentials from leading
experts, the HBR Guides provide smart answers to your most
pressing work challenges.
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 helps
managers to stay at the top of their game.
DON’T LET YOUR FEAR OF FINANCE GET IN THE WAY
OF YOUR SUCCESS Can you prepare a breakeven
analysis? Do you know the difference between an income
statement and a balance sheet? Or understand why a
business that’s profitable can still go belly-up? Has your
grasp of your company’s numbers helped—or hurt—your
career? Whether you’re new to finance or you just need a
refresher, this go-to guide will give you the tools and
confidence you need to master the fundamentals, as all good
managers must. The HBR Guide to Finance Basics for
Managers will help you: Learn the language of finance
Compare your firm’s financials with rivals’ Shift your team’s
focus from revenues to profits Assess your vulnerability to
industry downturns Use financial data to defend budget
requests Invest smartly through cost/benefit analysis
You've been asked to manage a key project--or perhaps
you've volunteered for an assignment that could advance
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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.
MEET YOUR GOALS—ON TIME AND ON BUDGET. How do
you rein in the scope of your project when you’ve got a group
of demanding stakeholders breathing down your neck? And
map out a schedule everyone can stick to? And motivate
team members who have competing demands on their time
and attention? Whether you’re managing your first project or
just tired of improvising, this guide will give you the tools and
confidence you need to define smart goals, meet them, and
capture lessons learned so future projects go even more
smoothly. The HBR Guide to Project Management will help
you: Build a strong, focused team Break major objectives into
manageable tasks Create a schedule that keeps all the
moving parts under control Monitor progress toward your
goals Manage stakeholders’ expectations Wrap up your
project and gauge its success
This is the eBook of the printed book and may not include any
media, website access codes, or print supplements that may
come packaged with the bound book. Succeed as a project
manager, even if you’ve never run a project before! This
book is the fastest way to master every project management
task, from upfront budgeting and scheduling through
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execution, managing teams through closing projects, and
learning from experience. Updated with more insights from
the front lines, including agile approaches, dealing with
security and privacy priorities, and leading remote/virtual
teams, along with the latest on Microsoft Project and PMI
standards and certifications and a special bonus chapter on
preparing for the PMP certification. This book will show you
exactly how to get the job done, one incredibly clear and easy
step at a time. Project management has never, ever been this
simple! Who knew how simple project management could be?
This is today’s best beginner’s guide to modern project
management… simple, practical instructions for succeeding
with every task you’ll need to perform! Here’s a small
sample of what you’ll learn: • Master the key skills and
qualities every project manager needs • Lead projects, don’t
just “manage” them • Avoid 15 most common mistakes new
project managers make • Learn from troubled, successful,
and “recovered” projects • Set the stage for success by
effectively defining your project • Build a usable project plan
and an accurate work breakdown structure (WBS) • Create
budgets and schedules that help you manage risk • Use
powerful control and reporting techniques, including earned
value management • Smoothly manage project changes,
issues, risks, deliverables, and quality • Manage project
communications and stakeholder expectations • Organize
and lead high-performance project teams • Manage crossfunctional, cross-cultural, and virtual projects • Work
successfully with vendors and Project Management Offices •
Make the most of Microsoft Project and new web-based
alternatives • Get started with agile and “critical chain”
project management • Gain key insights that will accelerate
your learning curve • Know how to respond to real-life
situations, not just what they teach you in school
ARE YOUR WORKING RELATIONSHIPS WORKING
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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
We all wish we could sharpen key management skills like
writing more effective emails or proposals, focusing to-do lists
on what really matters, giving more persuasive presentations,
or dealing with a boss who makes you want to scream. But
who has the time? The HBR Guides can help.
The Harvard Business Review Project Management
Collection is for anyone serious about project management.
Project Management for Profit shows every company owner
and project manager—at businesses large and small—how to
run projects differently. Reinventing Project Management,
based on an unprecedented study of more than 600 projects
in a variety of businesses and organizations around the
globe, provides a new and highly adaptive model for planning
and managing projects to achieve superior business results.
Also included in this collection are Managing Projects Large
and Small, which will walk you through every step of project
oversight from start to finish, and the HBR Guide to Project
Management, which 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,
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monitor progress toward your goals, manage stakeholders'
expectations, and wrap up your project and gauge its
success.
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 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 topicfrom 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
Break down the barriers to effective collaboration. For crossfunctional projects to work, you need to bring together diverse
ideas and resources from across your organization. But office
politics, conflicting objectives, and lack of clear authority can
get in the way. The HBR Guide to Collaborative Teams
provides practical tips and advice to help you collaborate
more effectively. Whether you're leading your own direct
reports or building a talented group from disparate parts of
your organization, you'll discover how to align others' goals
and skills so you can solve problems as a team and deliver
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great results. You'll learn to: Develop a shared purpose Bust
departmental silos Lead employees who don't report to you
Overcome conflict and turf wars Prevent collaborative
overload and fatigue Use the right tools for virtual information
sharing 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.
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 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.

Discusses how readers can make persuasive
presentations that inspire action, engage the audience,
and sell ideas.
Make your career what you want it to be. Women
regularly face unfair challenges in the workplace--from
being passed over for promotion to being ignored in
conversation. Unconscious bias and negative
assumptions are working against them. As a woman,
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how can you break through these barriers and get what
you want from your career? The HBR Guide for Women
at Work will help you identify and overcome the factors
that are holding you back. It provides practical tips and
advice so you can face gender stereotypes head-on,
make yourself visible when opportunities arise, and
demonstrate your leadership skills. You'll learn to: Speak
up in meetings in a way that ensures your ideas will be
heard Wield influence by building the right relationships
Advocate for yourself--and for what you want Align
yourself with mentors and sponsors to support your
growth Show passion without being perceived as "too
emotional" Create your unique vision as a leader
This big initiative could make or break this fiscal year--or
your career. Managing a successful strategic initiative
may be the key to transforming your company--and
propelling your career forward. Yet running a crossfunctional team on a high-profile project can present a
multitude of challenges and risks, causing even the most
experienced manager to struggle. The HBR Guide to
Managing Strategic Initiatives provides practical tips and
advice to help you manage all the stages of an initiative's
life cycle, from buy-in to launch to scaling up. You'll learn
how to: Win--and keep--support for your new initiative
Move rapidly from approval to implementation Assemble
transformative, high-performing initiative teams Maintain
the confidence of sponsors and stakeholders Stay on
schedule and within budget Avoid initiative overload by
killing projects that aren't meeting business needs Keep
multiple initiatives in strategic alignment Arm yourself
with the advice you need to succeed on the job, from a
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source you trust. Packed with how-to essentials from
leading experts, the HBR Guides provide smart answers
to your most pressing work challenges.
Master the most critical professional skills with this fivevolume set that covers topics from personal
effectiveness to leading others. This specially priced
collection includes books from the HBR Guide series on
the topics of Getting the Right Work Done, Better
Business Writing, Persuasive Presentations, Making
Every Meeting Matter, and Project Management. You'll
learn how to: Prioritize and stay focused Overcome
procrastination Conquer email overload Push past
writer's block Create powerful visuals Establish credibility
with tough audiences Moderate lively conversations and
regain control of wayward meetings Build a strong
project team Create a realistic schedule--and stay on
track Manage stakeholders' expectations 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.
Managing the human side of work Research by Daniel
Goleman, a psychologist and coauthor of Primal
Leadership, has shown that emotional intelligence is a
more powerful determinant of good leadership than
technical competence, IQ, or vision. Influencing those
around us and supporting our own well-being requires us
to be self-aware, know when and how to regulate our
emotional reactions, and understand the emotional
responses of those around us. No wonder emotional
intelligence has become one of the crucial criteria in
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hiring and promotion. But luckily it’s not just an innate
trait: Emotional intelligence is composed of skills that all
of us can learn and improve on. In this guide, you’ll
learn how to: Determine your emotional intelligence
strengths and weaknesses Understand and manage
your emotional reactions Deal with difficult people Make
smarter decisions Bounce back from tough times Help
your team develop emotional intelligence 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.
The one primer you need to launch, lead, and sponsor
successful projects. We're now living in the project
economy. The number of projects initiated in all sectors
has skyrocketed, and project management skills have
become essential for every leader and manager. Still,
project failure rates remain extremely high. Why?
Leaders oversee too many projects and have too little
visibility into them. Project managers struggle to translate
their hands-on, technical knowledge up to senior
management. The result? Worthy projects are starved of
time and resources and fail to deliver benefits, while too
much investment goes into the wrong projects. To
compete in the project economy, you need to close this
gap. The HBR Project Management Handbook shows
you how. In this comprehensive guide, project
management expert Antonio Nieto-Rodriguez presents a
new and simple framework that will increase any
project's likelihood of success. Packed with case studies
from many industries worldwide, it will teach you how to
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manage your organization's projects, strategic programs,
and agile initiatives more effectively and push the best
ones ahead to completion. Timeless yet forward-looking,
this book will help you win in the project-driven world. In
the HBR Project Management Handbook you'll find:
Everything you need to know about project management
in practical, nontechnical language A definitive taxonomy
of project types, from product launches to digital
transformations to megaprojects A road map for
becoming an effective project leader and executive
sponsor A new, simple, and universal project framework,
the Project Canvas, that breaks down any project into
essential building blocks that can be easily understood
by all project stakeholders Original concepts and
exclusive case studies from public- and private-sector
organizations worldwide You'll learn: A common
language for project managers and executives to run
successful projects across your organization When to
use agile, traditional, or hybrid methods in your projects
The twelve principles of successful projects, including
purpose, agility, and a focus on outcomes Techniques
for selecting and advancing the best projects and
managing a strategic and balanced project portfolio How
today's projects will help address some of the most
pressing global trends, including automation,
sustainability, diversity, and crisis management Why
project management needed to be reinvented and what
the future holds 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, and real-life
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stories, each comprehensive volume helps you to stand
out from the pack—whatever your role.
Are you looking for an alternative to a career path at a
big firm? Does founding your own start-up seem too
risky? There is a radical third path open to you: You can
buy a small business and run it as CEO. Purchasing a
small company offers significant financial rewards—as
well as personal and professional fulfillment. Leading a
firm means you can be your own boss, put your
executive skills to work, fashion a company environment
that meets your own needs, and profit directly from your
success. But finding the right business to buy and
closing the deal isn't always easy. In the HBR Guide to
Buying a Small Business, Harvard Business School
professors Richard Ruback and Royce Yudkoff help you:
Determine if this path is right for you Raise capital for
your acquisition Find and evaluate the right prospects
Avoid the pitfalls that could derail your search
Understand why a "dull" business might be the best
investment Negotiate a potential deal with the seller
Avoid deals that fall through at the last minute
Every organization has its share of political drama:
Personalities clash. Agendas compete. Turf wars erupt.
But you need to work productively with your
colleagues—even the challenging ones—for the good of
your organization and your career. How can you do that
without compromising your integrity? By acknowledging
that power dynamics and unwritten rules exist—and
constructively navigating them. Whether you're a new
professional or an experienced one, this guide will teach
you how to: (1) Build relationships with difficult people,
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(2) gain allies and increase your sphere of influence, (3)
wrangle resources, (4) move up without alienating your
colleagues, (5) avoid power games and petty rivalries,
and (6) claim credit when it's due.

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.
No project management training? No problem! In
today's workplace, employees are routinely expected
to coordinate and manage projects. Yet, chances
are, you aren't formally trained in managing
projects—you're an unofficial project manager.
FranklinCovey experts Kory Kogon, Suzette
Blakemore, and James Wood understand the
importance of leadership in project completion and
explain that people are crucial in the formula for
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success. Project Management for the Unofficial
Project Manager offers practical, real-world insights
for effective project management and guides you
through the essentials of the people and project
management process: Initiate Plan Execute
Monitor/Control Close Unofficial project managers in
any arena will benefit from the accessible, engaging
real-life anecdotes, memorable “Project
Management Proverbs," and quick reviews at the
end of each chapter. If you're struggling to keep your
projects organized, this book is for you. If you
manage projects without the benefit of a team, this
book is also for you. Change the way you think about
project management—"project manager" may not be
your official title or necessarily your dream job, but
with the right strategies, you can excel.
The one primer you need to develop your leadership
skills. Put aside all the overhyped new frameworks,
the listicles, the "10 best things you need to succeed
as a leader today." The critical leadership
practices--the ones that will allow a leader to make
the biggest impact over time--are well established.
They're about how you create a vision and inspire
others to follow it. How you make difficult strategic
choices. How you lead innovation. How you get
results. These fundamental skills are even more
important today as organizations and teams become
increasingly networked, virtual, agile, fast-moving,
and socially conscious. In this comprehensive
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handbook, strategy and change experts Ron
Ashkenas and Brook Manville distill proven ideas
and frameworks about leadership from Harvard
Business Review, interviews with senior executives,
and their own experience in the field--all to help
rising leaders stand out and have a big impact. In the
HBR Leader's Handbook you'll find: Concise
explanations of proven leadership frameworks from
Harvard Business Review contributors such as
Clayton M. Christensen and Michael E. Porter Indepth case studies of senior leaders such as Jim
Wolfensohn at the World Bank, Paula Kerger at
PBS, Darren Walker at the Ford Foundation, and Jim
Smith at Thomson Reuters Step-by-step guidance to
help you understand and start implementing six core
leadership practices: building a unifying vision,
developing a strategy, getting great people on board,
focusing on results, innovating for the future, and
leading yourself
Are your employees meeting their goals? Is their
work improving over time? Understanding where
your employees are succeeding—and falling short—is
a pivotal part of ensuring you have the right talent to
meet organizational objectives. In order to work with
your people and effectively monitor their progress,
you need a system in place. The HBR Guide to
Performance Management provides a new multistep, cyclical process to help you keep track of your
employees' work, identify where they need to
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improve, and ensure they're growing with the
organization. You'll learn to: Set clear employee
goals that align with company objectives Monitor
progress and check in regularly Close performance
gaps Understand when to use performance analytics
Create opportunities for growth, tailored to the
individual Overcome and avoid burnout on your team
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.
DON'T LET YOUR WRITING HOLD YOU BACK.
When you’re fumbling for words and pressed for
time, you might be tempted to dismiss good
business writing as a luxury. But it’s a skill you must
cultivate to succeed: You’ll lose time, money, and
influence if your e-mails, proposals, and other
important documents fail to win people over. The
HBR Guide to Better Business Writing, by writing
expert Bryan A. Garner, gives you the tools you
need to express your ideas clearly and persuasively
so clients, colleagues, stakeholders, and partners
will get behind them. This book will help you: • Push
past writer’s block • Grab—and keep—readers’
attention • Earn credibility with tough audiences •
Trim the fat from your writing • Strike the right tone •
Brush up on grammar, punctuation, and usage
Resource added for the Human Resources program
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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
Bring strategy into your daily work. It's your
responsibility as a manager to ensure that your
work--and the work of your team--aligns with the
overarching objectives of your organization. But
when you're faced with competing projects and
limited time, it's difficult to keep strategy front of
mind. How do you keep your eye on the long term
amid a sea of short-term demands? The HBR Guide
to Thinking Strategically provides practical advice
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and tips to help you see the big-picture perspective
in every aspect of your daily work, from making
decisions to setting team priorities to attacking your
own to-do list. You'll learn how to: Understand your
organization's strategy Align your team around key
objectives Focus on the priorities that matter most
Spot trends in your company and in your industry
Consider future outcomes when making decisions
Manage trade-offs Embrace a leadership mindset
Great teams don’t just happen. How often have you sat in
team meetings complaining to yourself, “Why does it take
forever for this group to make a simple decision? What are
we even trying to achieve?” As a team leader, you have the
power to improve things. It’s up to you to get people to work
well together and produce results. Written by team expert
Mary Shapiro, the HBR Guide to Leading Teams will help you
avoid the pitfalls you’ve experienced in the past by focusing
on the often-neglected people side of teams. With practical
exercises, guidelines for structured team conversations, and
step-by-step advice, this guide will help you: Pick the right
team members Set clear, smart goals Foster camaraderie
and cooperation Hold people accountable Address and
correct bad behavior Keep your team focused and motivated
Don't let a fear of numbers hold you back. Today's business
environment brings with it an onslaught of data. Now more
than ever, managers must know how to tease insight from
data--to understand where the numbers come from, make
sense of them, and use them to inform tough decisions. How
do you get started? Whether you're working with data experts
or running your own tests, you'll find answers in the HBR
Guide to Data Analytics Basics for Managers. This book
describes three key steps in the data analysis process, so
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you can get the information you need, study the data, and
communicate your findings to others. You'll learn how to:
Identify the metrics you need to measure Run experiments
and A/B tests Ask the right questions of your data experts
Understand statistical terms and concepts Create effective
charts and visualizations Avoid common mistakes
While some of us enjoy a lively debate with colleagues and
others prefer to suppress our feelings over disagreements,
we all struggle with conflict at work. Every day we navigate an
office full of competing interests, clashing personalities,
limited time and resources, and fragile egos. Sure, we share
the same overarching goals as our colleagues, but we don't
always agree on how to achieve them. We work differently.
We rub each other the wrong way. We jockey for position.
How can you deal with conflict at work in a way that is both
professional and productive—where it improves both your
work and your relationships? You start by understanding
whether you generally seek or avoid conflict, identifying the
most frequent reasons for disagreement, and knowing what
approaches work for what scenarios. Then, if you decide to
address a particular conflict, you use that information to plan
and conduct a productive conversation. The HBR Guide to
Dealing with Conflict will give you the advice you need to:
Understand the most common sources of conflict Explore
your options for addressing a disagreement Recognize
whether you—and your counterpart—typically seek or avoid
conflict Prepare for and engage in a difficult conversation
Manage your and your counterpart's emotions Develop a
resolution together Know when to walk away Arm yourself
with the advice you need to succeed on the job, with the most
trusted brand in business. Packed with how-to essentials from
leading experts, the HBR Guides provide smart answers to
your most pressing work challenges.
"You've got a great idea that will increase revenue or
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productivity--but how do you get approval to make it happen?
By building a business case that clearly shows its value.
Maybe you struggle to win support for projects because
you're not sure what kind of data your stakeholders will trust,
or naysayers always seem to shoot your ideas down at the
last minute. Or perhaps you're intimidated by analysis and
number crunching, so you just take a stab at estimating costs
and benefits, with little confidence in your accuracy. To get
any idea off the ground at your company you'll have to make
a strong case for it. This guide gives you the tools to do
that"-No More Headaches, Hypertension, or Heartburn If your work
involves projects, then this book is for you. It will show every
company owner and project manager—at businesses large
and small—how to run projects differently. You’ll benefit if
you’ve ever: • been over budget on a project • exceeded a
timeline on a project • worked on a project that completely
stalled as you neared the finish line • lost money on a surething project and had no idea why • noticed that scope and
feature creep held you back • watched a project take three
times as long as planned • felt too embarrassed to perform a
review of your successes and failures • wondered whether
your project actually made any money By the time you finish
the book, you’ll be ready to implement Project Management
for Profit in your own company—and be prepared to keep your
projects on track and on budget.
Help your people reach their potential. As a manager, it's your
responsibility to ensure your team is motivated and
performing at a high level. But recent data reveals abysmal
engagement levels among workers around the globe. How do
you fix the problem--before your most talented people walk
out the door? By understanding what drains your employees,
you can increase their job satisfaction and push them toward
achieving their goals. The HBR Guide to Motivating People
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provides practical tips and advice to help your team find
meaning in their work, build on their strengths, and produce
the best results for the organization. You'll learn how to:
Pinpoint the root causes of lackluster performance Tailor
rewards and recognition to individuals Connect routine work
activities to a higher purpose Support your employees' growth
and development Prevent burnout--especially in your top
performers Create a culture of engagement 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.
Get your best work done, no matter where you do it. Video
calls from your couch. Project reports in a coffee shop.
Presentations at your kitchen table. Working remotely gives
you more flexibility in how and where you do your job. But
being part of a far-flung team can be challenging. How can
you make remote work work for you? The HBR Guide to
Remote Work provides practical tips and advice to help you
stay productive, avoid distractions, and collaborate with your
team, despite the distance that separates you. You'll learn to:
Create a regular work-from-home routine Identify the right
technology for your needs Run better virtual meetings Avoid
burnout and video-call fatigue Manage remote employees
Conduct difficult conversations when you can't meet in person
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.
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