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Arranged in 6 sections, this title gives marketing practitioners and students critical examples of best practice from a variety of companies.
Alongside 'Relationship Marketing: bringing quality, customer service and marketing together' and 'Relationship Marketing for Competitive
Advantage: winning and keeping customers' this new title provides readers with insights into marketing in the 21st century.
This is a story of reinvention. Jim Whitehurst, celebrated president and CEO of one of the world's most revolutionary software companies,
tells first-hand his journey from traditional manager (Delta Air Lines, Boston Consulting Group) and “chief” problem solver to CEO of one of
the most open organizational environments he'd ever encountered. This challenging transition, and what Whitehurst learned in the interim,
has paved the way for a new way of managing—one this modern leader sees as the only way companies will successfully function in the
future. Whitehurst says beyond embracing the technology that has so far disrupted entire industries, companies must now adapt their
management and organizational design to better fit the Information Age. His mantra? “Adapt or die.” Indeed, the successful company
Whitehurst leads—the open source giant Red Hat—has become the organizational poster child for how to reboot, redesign, and reinvent an
organization for a decentralized, digital age. Based on open source principles of transparency, participation, and collaboration, “open
management” challenges conventional business ideas about what companies are, how they run, and how they make money. This book
provides the blueprint for putting it into practice in your own firm. He covers challenges that have been missing from the conversation to date,
among them: how to scale engagement; how to have healthy debates that net progress; and how to attract and keep the “Social Generation”
of workers. Through a mix of vibrant stories, candid lessons, and tested processes, Whitehurst shows how Red Hat has blown the traditional
operating model to pieces by emerging out of a pure bottom up culture and learning how to execute it at scale. And he explains what other
companies are, and need to be doing to bring this open style into all facets of the organization. By showing how to apply open source
methods to everything from structure, management, and strategy to a firm's customer and partner relationships, leaders and teams will now
have the tools needed to reach a new level of work. And with that new level of work comes unparalleled success. The Open Organization is
your new resource for doing business differently. Get ready to make traditional management thinking obsolete.
Continuing professional development (CPD) is critical for the health IT professional. Healthcare is fast-paced, dynamic, ever-changing, and
global. It’s both exciting and exhausting. And it is rapidly evolving through innovation, Federal incentives, and technological advancements.
For these reasons, health IT professionals must embrace lifelong learning to ensure they have the professional competencies to advance
initiatives that positively impact patient care. This handbook will provide the rationale and the resources to do so and will serve as a reference
to accompany one’s career success.
Google breaks the traditional rules of branding by changing its logo everyday. Doritos handed over the US premium advertising slot in the
Superbowl to a couple of amateur filmmakers. The software industry is well used to 'living a life in beta.' Even Pope Benedict XVI has
embraced the inclusive, 'Obama model' of communication with YouTube broadcasts in 27 languages in an attempt to encourage debate. If
the Pope can do loose, anyone can.Loose thinking is at odds with all but the most progressive organizations. Businesses pay lip service to
customer collaboration while still exerting maximum control. As Clay Shirky suggests, companies that create products, services and message
that are too perfect will leave the consumer thinking 'where is the space for me?' LOOSE shakes up the status quo and shows how prevailing
business wisdom needs to change.
Buddhism has for thousands of years provided a spiritual foundation for the daily lives of millions of people around the world. But does
Buddhism have anything to offer us—Buddhists and non-Buddhists alike—in today’s world of work? Metcalf and Gallagher think it does.
Spiritual wisdom, Western or Eastern, inspires and instructs us in living a good life. And that’s just as true at work as at home. Buddha
mind—a source of calm, compassion, and insight—exists within each of us, not just the historical Buddha. Being Buddha at Work shows how to
embody that mind in the stress and clamor of the workplace—how to tap into the Buddha consciousness so we can relieve daily tensions and
greet challenges with awareness, equanimity, and good humor. The book is divided into three sections. The first, “Becoming a Mindful
Worker,” covers Buddha’s wisdom for our own work; the second, “Cultivating Mindful Work Relationships,” focuses on how to work with
other people; the third, “Creating a Mindful Workplace,” deals with broader organizational topics. There is wisdom here for everyone—from
frontline workers and team members, to supervisors and managers, to top executives and organizational leaders.
"Fred Newell has pulled together the basic principles for marketing in the 21st century. The year 2000 is just around the corner. DonÕt wait
until then to update yourself."ÑStanley Marcus, Chairman Emeritus, Neiman Marcus. Fred Newell, "The Father of Database Marketing,"
shows in The New Rules of Marketing how you can use dramatic new techniques and strategies to learn everything possible about your
customers...and leverage that information into dramatically increased sales! Written in fast-moving and humorous style, NewellÕs book is
packed with actual examples and case histories that explain: How to discover the powerful needs and desires that every customer tries to
hide; 5 important consumer trends that will impact the marketing scene well beyond the year 2000; a step-by-step guide to building your own
database marketing program; and the 5 new century consumer trends that will change marketing forever. Database marketing pioneer Fred
NewellÕs The New Rules of Marketing reveals the new technologies you will need to uncover and analyze your customersÕ invaluable wants
and needs, and shows you how to design your marketing efforts to cater to each and very customer!
A practical guide for realizing the true potential of social media—not for marketing, but for leadership. Knowing the tools of social media is a
must for successful marketing these days, but the real promise of social media is the way it can teach us a whole new way of doing business.
Humanize takes the principles underlying social media’s growth and applies them to the way we lead and manage our organizations.
Leading organizational consultants Jamie Notter and Maddie Grant help you change your organization, from the culture down to individual
behavior, in ways that make it more human—and more effective. Drawing on their extensive experience, Notter and Grant help you make
management innovation real and doable. Regardless of your title or position, this book can help you: · Build a more trustworthy, open,
generative, and courageous organization by embracing social and human principles. · Change organizations from the inside out. · Address
critical elements of organizational behavior, process, and culture. · Move beyond the social media buzzwords like transparent, decentralized,
and open—and actually make them happen. · Promote forms of “generative” success that go beyond profit and loss. · Learn how to get
started–you, personally, today, right now!

Being a manager can be an intimidating and challenging task. Managing involves teaching new skills to employees,
helping land a new customer, accomplishing an important assignment, increasing performance, and much more. The
process of management can be very challenging at times, but it can also bring you a sense of fulfillment that you never
imagined possible. Organizations rely on managers to make the most out of situations and get the best possible results.
Managing For Dummies, 2nd Edition, is perfect for all levels of managers. This clearly written, easy-to-understand guide
will help anyone to Hire talented employees Master skills such as conflict resolution and coaching Initiate change and
deal with resistance to change Set and communicate your goals Motivate employees to go above and beyond
expectations Discover real-life solutions to the most common situations that supervisors and managers face – solutions
that stand up over time and can be used during turbulent times. Managing For Dummies, 2nd Edition, also covers the
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following topics and more: Delegating: the Manager’s No. 1 Tool Inspiring employees to better performance Getting your
message across to your employees Measuring and monitoring individual and project performance Focusing on ethics
and office politics Team building and collaboration Tools and techniques for managers Managing in today’s lightningspeed business world requires that you have the latest information and techniques for getting the job done. This book
provides you with straightforward advice and up-to-the-minute strategies for dealing with anything that comes your way.
Offers a comprehensive overview of the fundamentals of effective management, including management styles, managing
with technology, communicating effectively, conflict resolution, managing teams, and leading business change.
Library work is really all about people. And the inclusive, welcoming nature of the library means that all kinds of people
pass through its doors. Not all difficult patrons are dangerous, but some frighten staff and other library users, which can
lead to situations that are distracting, troubling, and fraught with liability. For more than a decade, Albrecht, a 15-year
police veteran, has presented workshops for libraries on dealing with challenging patrons. His no-nonsense advice will
empower library staff in their personal security and give them the tools to confidently communicate with their colleagues,
patrons, and members of law enforcement regarding inappropriate behavior. In this book he addresses security issues
important to all libraries, including Specific guidance for common situations, such as unruly teens, unwanted sexual
advances, chronically homeless substance abusers, and moreThe elements of an effective Code of Conduct and how to
enforce itTips on how to manage internet usage to minimize potential problemsHow to align with patrons and use
language that defuses the conflictForming partnerships with service organizations, homeless shelters, mental health
advocacy groups, and other community resourcesHow to know when it’s time to call the police, plus ideas for increasing
law enforcement supportWays to make the library more secure through changes to facilitiesThrough the methods
outlined in this book, Albrecht demonstrates that effective communication not only makes library users feel more
comfortable but also increases staff morale, ensuring the library is place where everyone feels welcome.
The must-read summary of Robert Spector and Patrick McCarthy's book: "The Nordstrom Way: Inside America's #1
Customer Service Company". This complete summary of the ideas from Robert Spector and Patrick McCarthy's book
"The Nordstrom Way" explains the philosophy of this company on doing whatever it takes to create a satisfied customer.
In their book, the authors demonstrate how Nordstrom organizes and empowers its employees to use their initiative in
practice. Thanks to this freedom, employees find innovative and appropriate ways to provide customers with knock-out
levels of service. This summary provides the reader with useful knowledge about how to deliver amazing customer
service and is a must-read for all leaders who want their company to be successful. Added-value of this summary: • Save
time • Understand key concepts • Expand your knowledge To learn more, read "The Nordstrom Way" and find out how
you can learn from the world's best customer service company and achieve excellence.
In today’s competitive business climate, you can’t just satisfy your customers. You have to be better than that, giving
them experiences that they won’t forget. Author Shep Hyken has spent thirty years studying great companies and the
evangelists they create. In The Cult of the Customer, Hyken shows how to design a strategy that leads both customers
and employees through five distinct cultural phases – from "uncertainty" to "amazement." By presenting dozens of case
studies that show how great companies made this journey, Hyken identifies the critical internal and external changes that
allowed them to build a Cult of the Customer – and shows how you can do it too. Hyken’s message is both powerful and
timely: the happier your customers and employees are, the more successful your company will be. The Cult of the
Customer is your guide to creating a customer-focused culture that turns satisfied customers into customer evangelists.
Simple, clear, unambiguous, well-structured well-grounded and authoritative, this book covers the tools, techniques and
strategies used by effective managers.
First published in 1995, The Nordstrom Way is a classic guide to great customer service. This new book replaces The
Nordstrom Way with an even more practical guide to becoming the “Nordstrom” of your industry. Designed for customer
service managers and trainers, as well as business owners, it’s an invaluable resource for designing your own programs
and initiatives. The authors not only explain the principles of the world’s best customer service company, they also show
you how to implement them in your own organization. The Nordstrom Way to Customer Service Excellence will help your
business make customers its number one concern, and help make your business number one in your industry.
Remarkable Leadership is a practical handbook written for anyone who wants to hone the skills they need to become an outstanding leader.
In this groundbreaking book, Kevin Eikenberry outlines a framework and a mechanism for both learning new things and applying current
knowledge in a thoughtful and practical way. Eikenberry provides a guide through the most important leadership competencies, offers a
proven method for learning leadership skills, and shows approaches for applying these skills in today’s multitasking and overloaded world of
work. The book explores real-world concerns such as focus, limited time, incremental improvement, and how we learn.
This book is based on Lebow's patented Shared Values Process, a powerful tool for creating a totally new "operating system" for businesses.
Their system is based on eight basic people values that get staff members to work together more effectively. The authors provide pragmatic
consensus-building and decision-making tools based on Shared Values, and step-by-step guidelines for designing and rolling out
implementation.
Pharmacy Technician Laboratory Manual provides pharmacy technician students with opportunities for the practical application of theory by
supplying different scenarios one might encounter working in a pharmacy. This manual will give students and educators alike different lab
exercises that range from prescriptions, anatomy and physiology, law and ethics, HIPPA, compounding and infectious disease. Each chapter
of this manual will provide a brief refresher on theory while focusing on lab exercises. Each chapter also includes questions and answers
relating to the exercises, and a teachers manual is provided.
If you're a salesperson struggling to close sales when you think you've done everything right, you could very well be taking missteps without
knowing it. In order to help you avoid those mistakes, Tony Rea, a veteran salesperson, explains the basics of selling in this guidebook that
can help you exceed expectations. Rea offers guidance on: Sales fundamentals Effectively managing the sales environment Honing your
perceptive skills Communicating to infl uence The mechanics of selling to close While selling might seem straightforward, it's really a
complicated mix of politics, techniques, and psychology all mixed together. Figuring out how each one of those things works requires learning
the craft and keeping at it. This guide can be your go-to reference for advice on fi nding creative ideas, responding to objections, and making
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a great fi rst impression. The techniques you learn won't just help you close more sales; they can serve to improve other areas of your life as
well. Whether you're a newbie salesperson or high-level closer, you can start selling more by learning "What They Don't Teach You in Sales
School."
"Top Ten Business Books For 2017" - Forbes The fully revised and updated edition of the classic book about Nordstrom's extraordinary
customer service In this new edition of the management classic, the authors explore in-depth the core values of the culture that have made
Nordstrom synonymous with legendary customer service. These essential values have enabled Nordstrom to survive and adapt to dramatic
market shifts regularly since 1901, and the new edition explains how the Nordstrom approach can be emulated by any organization—in any
industry—in every corner of the world. This is not a book about selling shoes or clothes or cosmetics or jewelry. It is a book about how
underlying values such as respect, trust, compensation and, even fun, are the building blocks of a culture where employees are empowered
to consistently deliver a world-class experience to customers. Nordstrom believes that the employee experience determines the customer
experience, and that when you attract and reward people who are comfortable in a service-oriented culture, then everyone succeeds—both
individually and collectively. No wonder Nordstrom is one of only five companies to make Fortune's "Best Companies to Work For" and "Most
Admired" lists every year since those surveys have been taken. With new interviews from senior Nordstrom executives and family members,
the book explains how to successfully respond to today's tech-savvy, time-crunched customers who demand a convenient, seamless,
painless, personal experience across all channels. Nordstrom gives its frontline people all the digital tools necessary to satisfy the
customer—and your organization must do the same, if it wants to adapt. The authors show what it takes to earn brand loyalty, lead through
change and uncertainty, and combine extraordinary brick-and-mortar with online experiences. 'The single most important reason we try to
provide great service is this: It enables us to sell more,' says co-president Blake Nordstrom, great-grandson of the founder. 'The best way for
our company to achieve results is to do what's best for the customer.' In this book, readers will find: Suggestions for becoming the Nordstrom
of your industry The ten values that define a customer-driven culture Lessons for providing superior service and experience across all
channels
Explains how trust is a key catalyst for personal and organizational success in the twenty-first century, in a guide for businesspeople that
demonstrates how to inspire trust while overcoming bureaucratic obstacles.
Marketing Your Clinical Practice: Ethically, Effectively, Economically, Fourth Edition is an updated and revised edition of this best selling
guide to medical practice marketing including new topics and advanced techniques. This essential resource provides readers with the plans
and real examples to market and grow a successful practice. This book is filled with practical marketing tips and strategies based around five
components of a successful practice: retaining current patients, attracting new patients, motivating staff, working with managed care and
other physicians, and utilizing the Internet and consultants. Marketing Your Clinical Practice: Ethically, Effectively, Economically, Fourth
Edition is the perfect resource for any physician in a single or group practice looking to improve their business and medical students learning
how to develop a practice. New topics to the Fourth Edition include: Dispensing Drugs, Disaster Preparedness, Office Space Planning,
Enhancing Patient Experience with Architectural Guidance, Marketing to the Generations
An Unbeatable Employee handbook Guide. An 'employee handbook', occasionally as well recognized like an 'employee manual' either 'staff
handbook', is a publication specified to staff members by an boss. Usually, the worker manual holds data regarding corporation rules and
regulations and methods. There has never been a Employee handbook Guide like this. It contains 29 answers, much more than you can
imagine; comprehensive answers and extensive details and references, with insights that have never before been offered in print. Get the
information you need--fast! This all-embracing guide offers a thorough view of key knowledge and detailed insight. This Guide introduces
what you want to know about Employee handbook. A quick look inside of some of the subjects covered: Severance pay, Employee handbook
- Content, University of Connecticut - Libraries, Employee handbook - I agree form, Paid time off, Wrongful dismissal, Christmas in August
(Yellowstone) - Savage Days, At-will employment - Implied contract exceptions, Nordstrom - Employee handbook, Discrimination based on
hair texture - Hair in the workplace, Probation (workplace), Sleeping while on duty, Severance package, Emotions in the workplace Emotional labor/ emotional work, Caregiver - Care for the caregiver, Gossip - Workplace gossip, Gossipping - Workplace gossip, Foswiki Application platform, Employee handbook - Need for employee handbook, At-will employment - Statutory exceptions, Full time, Full-time,
Bridgewater Associates - Systematic diversification, Equal opportunity - History, TWiki - TWiki application platform, Organizational ethics Basic Ethical Elements, At-will employment - Definition, Fos Application platform, Price discrimination - Employee discounts, and much
more...
Leadership is often a risky, lonely role possessing nearly unbearable lows and fleeting highs. Despite this emotionally and intellectually
draining roller coaster, a handful of leaders deliver stunning results, with great consistency. They push past current leadership trends in order
to achieve the most extremely challenging goals. They don't fall prey to the platitudes or cliches we see so often see in leadership theory.
Instead, they succeed by recognizing and surviving the dangers that challenge them as they take themselves and their teams to higher
levels. These rare individuals are those that Chris Warner and Don Schmincke call High Altitude Leaders. In High Altitude Leadership they
show how to become that kind of leader.The authors present a new approach to leadership development, based on ground-breaking scientific
research, field-tested under the most brutal conditions on the most difficult summits, and successfully applied in the training of executives,
management teams, and entrepreneurs throughout the world.
This book presents the Cube One framework, which provides a basis for understanding, diagnosing, and improving organizational
performance. It is based on the premise that successful organizations enact practices that satisfy three key constituents: the enterprise itself,
customers, and employees. This book offers a uniquely empirical approach by examining enterprise-, customer-, and employee-directed
practices. Validity evidence is provided by survey research, studies of financial metrics, and the analysis of cases involving well-known
organizations (such as Google, Four Seasons, and Mayo Clinic). The Cube One framework is equally applicable to organizations in the forprofit, nonprofit, and government sectors. After reading this book, students and scholars, as well as organizational practitioners in the fields of
organizational behavior and management, will find a practical approach to improving organizational performance.
Employee Handbook 29 Success Secrets - 29 Most Asked Questions on Employee Handbook - What You Need to KnowEmereo Publishing
If you're having trouble motivating your employees, need to resolve a conflict, or want to learn how to better monitor your employees’
performance, this straight-forward guide will take you step by step through every aspect of managing. Packed with expert advice on teambuilding, communication skills, identifying talented employees, and letting go of staff, Managing for Dummies takes the stress out of what can
be an intimidating and high-pressured job. The book will be adapted from the current US edition of Managing for Dummies. Existing content
will be revised to reflect essential UK information including: UK-specific case studies, including references to recognisable UK businesses UK
business practice, including ethics, employee and employers rights and responsibilities, hiring and firing - with reference to UK law UK
websites UK financial information
“If I relentlessly drive my team to achieve our goals, they won’t like me.” “If I try to make everybody on the team happy, we won’t hit our
numbers.” As a leader, you’ve likely felt this fundamental tension—the tension between driving results and developing positive relationships
with your people. Despite all the research telling us that effective leaders do both, most of us struggle to balance the happiness of our teams
and the health of the bottom line. We are more comfortable focusing on one or the other, and we feel overwhelmed and drained by the
challenges we face when we try to accomplish both. In Bankable Leadership, psychologist, executive coach, and proud leadership geek Dr.
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Tasha Eurich (or Dr. T) solves this dilemma and reveals how to make leadership exhilarating, fun, and fulfilling. Built on decades of research
and the transformation of real leaders, her fresh, practical model can help anyone become bankable—producing results while fostering a
healthy work environment that ensures sustainable success. Discover how to • Be human and drive performance, • Be helpful and drive
responsibility, • Be thankful and drive improvement, and • Be happy and drive productivity. Dr. T’s approach will help you develop these
universally effective behaviors through an online assessment and boots-on-the-ground tools, like earning trust through transparency, treating
adults like adults, and taking a no-fear approach to feedback. Whether you’re struggling to build a more productive team, increase
confidence in your leadership skills, or consistently deliver results, Bankable Leadership is the resource you’ve been waiting for!
The Nordstrom Way shows the direct link between empowering your employees and creating a long-term relationship with your customers.
More businesses should follow Nordstrom's example. —Howard Schultz, Chairman, Starbucks Coffee Virtually every company wants to be the
Nordstrom of their industry. Nordstrom is one of only five companies to make Fortune's "best companies to work for" and "most admired" list
every year the surveys have been taken. Despite its position in the hard-hit retail sector, Nordstrom, with 193 stores in 28 states, never
experienced a quarterly loss during the recent economic downturn. The Nordstrom Way to Customer Service, Second Edition explains what
every business can learn from the world's most famous customer-service-driven company. New material in this revised edition includes: "How
To Become The Nordstrom Of Your Industry" Tools for creating a customer-driven culture Chapters on Nordstrom's online customer service
and the innovative social commerce features of its website Breakthroughs on Nordstrom's multi-channel approach to customer service
Nordstrom follows a set of principles that has made it a leader in its industry. Discover what endears Nordstrom to its customers, and learn
how to apply those same standards to your company.

Gaining the right managerial skills will help launch a career in a field that is in high demand and short supply. With this book,
readers will acquire the knowledge and tools to manage employees as well as to deal with the increasingly complex changes that
occur in the business world. One of the important areas covered is how to handle office politics and ethical questions. Mastering
this section will open up new doors to upper management positions.
Power Quotes to Energize Your Life is based on a motivational system Dr. Ramesh Deonaraine uses to get dramatic
improvements in performance from many students and clients. The powerful quotes were selected and arranged to imbue your
mind with inspiration that will make you more dynamic, move you to more focused action, and bring out the best in you. This
approach is unique in its capacity to quickly and cogently elevate your attitudes and power over your life. People often wish they
had someone very inspiring to talk to them regularly and help them manage their lives to the best of their ability. Power Quotes to
Energize Your Life represents the author's voice talking to you, guiding you to a greater destiny. Each of the chapters gives an
easy-to-read, power-packed perspective on an important area of life. As you read them, you will become highly motivated and
have increased determination to engage life and win. "All hail Professor Deonaraine! Mighty professor imparter of knowledge .
Students cannot rave enough about Professor Deonaraine ." -Columbia-Barnard Course Guide, Columbia University, New York.
Revealing the shocking and detailed accounts of how adult women stalk, sexually assault, and even rape adult men, this book
portrays an eye-opening reality: women can act as aggressive predators and victimize men. • Details the rape trials of two women
as well as other personal accounts and interviews • Utilizes careful analysis of research to determine the extent of this crime by
adult women against adult men • Addresses a range of actions in which adult women sexually abuse or assault adult men, and
offers advice and counsel to these victims • Provides surprising information that will be of value to law enforcement and
corrections practitioners, social workers, business administrators, human resources personnel, academics in the fields of
sociology, psychology, gender issues, and criminology, as well as general readers
Today's customers are a hard bunch to crack. Time-strapped, screen-addicted, value-savvy, and socially engaged, their
expectations are tougher than ever for a business to keep up with. They are empowered like never before and expect businesses
to respect that sense of empowermentùlashing out at those that don't. Take heart: Old-fashioned customer service, fully retooled
for today's blistering pace and digitally connected reality, is what you need to build the kind loyal customer base that allows you to
surviveùand thrive. And High-Tech, High-Touch Customer Service spells out surefire strategies for success in a clear, entertaining,
and practical way. Discover: ò Six major customer trends and what they mean for your business ò Eight unbreakable rules for
social media customer service ò How to effectively address online complainers and saboteurs on Yelp, Twitter, TripAdvisor, and
other forums for user generated content ò The rising power of self-serviceùand how to design it properly ò How to build a company
culture that breeds stellar customer service High-Tech, High-Touch Customer Service reveals inside secrets of wildly successful
customer service initiatives, from Internet startups to venerable brands, and shows how companies of every stripe can turn casual
customers into fervent supporters who will spread the word far and wideùonline and off.
You have an idea for a business -- but now comes the tough part: making it happen. From licenses to bookeeping to marketing to
setting up shop, Six-Week Start-Up guides you through every step of getting your business up and running successfully -- and
fast! Book jacket.
Written in the same accessible and humorous style that made this book a classic, this title features brand-new chapters on
important topics such as understanding cultural and generational differences in customers, plus fresh anecdotes and never-beforeseen illustrations by cartoonist John Bush.
Make your mark in the world of management Good management is vital to the success of every business but being a good
manager isn't always easy. This book offers you expert advice on hiring the right staff, building effective teams, resolving office
politics and maintaining your own work/life balance. Inside you'll find examples and guidance to help you identify the styles of
management you need to succeed and to deal with the challenges of being a manager today. Be the best – learn great techniques
for coaching, mentoring and inspiring your employees to perform at their best Get to the point – set goals and targets, and discover
how to manage people and projects Connect with others – use effective communication skills and discover the best ways to
convey your messages Get political – assess a wide range of management risks and learn key techniques for dealing with office
politics Become a 21st-century manager – harness the power of technology and use it to help with budgeting and accounting Open
the book and find: How to take the first steps into management Advice on being a truly great interviewer Techniques on developing
and mentoring employees Guidance on juggling priorities Why understanding your stakeholders is vital A guide to 21st-century
functions of management Learn to: Use the latest management techniques, tools and technology Develop leadership skills and
integrate them into your management style Manage a business and team through difficult times Become a great global manager
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