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Are you struggling to make sense of the disorganized chaos that is your
workspace? Do you want more effective systems for keeping yourself and your
executive organized? Do you want to better understand your organizational
style? If you answered, "yes" to these questions, we have an exciting
announcement for you! Julie Perrine, founder of All Things Admin, has released
her second book, The Organized Admin! This new book includes advice,
information, and resources on developing simple organization systems that
promote administrative career success. Readers will discover how to organize
everything from their workspace to meetings and events, and they'll gain a better
understanding of their organization style preferences for space and time. If you
would like to learn more about your organization style, visit
www.TheOrganizedAdmin.com to access the Time & Space Style Inventory
(TSSI) assessment. It's time to finally get organized!
An MBA from Kellogg, a six-figure salary teasing toward seven, and a career
trajectory in international banking that challenged gravity. Whether in Boston or
Moscow, Carson Neshek led a charmed existence filled with fast cars, lucrative
business deals and beautiful women. With Russia now open for private
investment and the world knocking on the door, Carson only had time for
business. A personal life -- or at least its encumbrances -- would have to wait.
That included the exotic beauty Sasha and her daughter Vika, for whom Carson
was "daddy" only as an occasional patron. Russia was a land of adventure and
opportunity that demanded taming. And gambling with it was an intoxicating
game until the stakes escalated too far too fast - threatening his career and
maybe his life. Carson stood at the dangerous intersection of corrupt politics and
mafia-controlled business in Russia. As murders began to pile up he found
himself squeezed between the terrifying Russian criminal underworld, allreaching Russian political power, and even U.S. law. Carson would have to learn
whom he could trust and what he could save and then make a choice -- before it
was too late.
Little Boys have secrets, Most secrets don't hurt, Men in high places want this
secret - They will Kill for it - The First Book of the Jeremy Ruhl saga! The son of
the English explorer Lord Baron Ruhl, Jeremy Ruhl, is lost in America. In the late
1800's The civil war is over, balloons dot the skies of Europe, and a boy begins
an adventure! The original masterpiece of Action and adventure as Jeremy Ruhl,
raised as a prince, and his friends want to find adventure, their adventure turns
into a nightmare because of a secret Jeremy does not even know about, and
people will kill for for that secret. 412 Pages of pure action and adventure. Rated
YA 10 and up, some mild violence.
She emerged as innocent as any newborn. The party of starbursts and sparkles
came to a standstill. In awe, millions of heavenly beings paused. Shine Star,
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Princess of the Universe, was the most precious and rare of all creations. As an
expression of perfect happiness, thus was the king's daughter born. A magical
love story unfolds in Vikrant Malhotra's wondrous debut, The Stories of Goom'pa:
Book One. Meet Goom'pa. He is a Poofy, a small furry creature who resides on
Earth in a place called Palidon, on the edge of the Miron National Forest. His
world is a quiet one-until he spies Shine Star, a glorious star in the sky and the
daughter of Prime Ray, the king of the universe. Enchanted by her elegance,
Goom'pa knows he is willing to do anything to win the love of this celestial
beauty. As the two meet and fall in love, Shine Star's father worries about his
only daughter. Exploiting that concern is the Star Lord, Rath, who wants nothing
more than to wrestle control of the universe away from Prime Ray. Will Goom'pa
and Shine Star find a way to be together? Or will Rath's evil plan doom them all?
The new administrative assistant is a team member! Gone are the days of
performing only the basic duties of typing and filing; now the assistant is a vital
part of the every day business process.If you want to learn how to be exceptional
and be a central part of a boss's work processes, this is the course for you. Learn
the professional way to handle the basics -- calls, calendars, filing, time
management, organization -- and also learn how to present yourself as a true
professional -- demeanor, actions, skills, etc. Become the promotable key player
you know you can be.This self-paced training course is in workbook format, and
each lesson is followed with a quiz. Completion of all quizzes with at least an
80% passing grade entitles you to the included Certificate of Completion found at
the back of this workbook.This training course workbook will also serve as an
excellent reference manual for you on-the-job.If you are looking for this course in
an online-classroom format instead, go
here:http://www.learnopia.com/course/AdminAsst/
Escaping his ghosts, AIDS widower David Masiello accepts a one-year position
at a Western medical clinic in Beijing. Lonely but excited, he sets out to explore
the city—both its bustling street life and its clandestine gay subculture. David
chronicles his adventures in China as he wrestles with cultural dislocation,
loneliness, and sexual and spiritual longing. After a series of both comic and
poignant encounters with gay Chinese men, he meets Bosheng, a handsome
young artist. Though the attraction is strong, a difficult courtship ensues, during
which Bosheng returns to his ancestral village to marry the girl his parents have
chosen for him. Eventually, and quite unexpectedly, David and Bosheng
reconnect and share an idyllic spring together. As the year ends, David must
decide whether to say goodbye or face the uncertainties of a long-distance
relationship. Gambone’s novel is peopled with a host of wonderfully memorable
characters: Owen, David’s forthright best friend back home; Auntie Chen, the
clinic’s office mom, who wants to fix David up with a girlfriend; Stewart, David’s
Beijing roommate, a graduate student doing research on Peking opera; Jiantao
and Guoyang, two lovers who lecture David on the fleeting quality of American
romance; and Tyson, the Australian doctor with a Chinese girlfriend, who hopes
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to teach David that love doesn’t need any explanations or justifications.
You may think writing a letter to Santa is simple: you make your case and list
your hoped-for gifts. But this Christmas, one child's letter to Santa is about to
become a whole new adventure! A simple New Year's note to the North Pole
about some uneaten cookies kicks off a year-long correspondence between a
young girl and the jolly guy in the red suit in this joyful epistolary picturebook.
This holiday story is perfect for those who believe and those who remember the
wonder of the season.
This is a blank lined journal that's a convenient size to take anywhere. Other
features include: 110 pages 6x9 inches Excellent and thick binding Durable white
paper Sleek, matte-finished cover for a professional look If you would like an
unlined journal or a different cover, please take a look at our other products for
great gift ideas.
Ride the hilarious roller coaster with Glen Stanford as he follows Steve Scott's plan in "How to
Write a Nonfiction e-Book in 21 Days " Not one to let the writing process cramp his style, this
ukulele-playing bluegrass-singing YouTube sensation (32 views and counting) juggles his newfound fame with astonishing persistence to produce not one, but two works of genius. This is
the true story. The (secret) recipe for success: Writer's buzz - 1oz Sleepless nights - 2oz
Tenacity (and beer) - 7 (units left deliberately vague) Irreverence and political incorrectness - to
taste Espresso - administered intravenously - 55 gal Pizza (1/2 pepperoni, 1/2 mushroom) - 37
slices Humility - a whole bunch Blend and enjoy.
A collection of urban poetry, from an everyday man from south east London. Some are funny,
some thought provoking, some personal, some coded and some quizzical! I sincerely hope you
enjoy reading my book as much as I had writing it. Best wishes, Leonardo Etch
Born with a gift, Melinda Harris can see visions of the future. Nathan Cole is the man who
wants to possess her and her power. A member of the elite Corde Noire Society, Nathan
introduces Melinda to his dark world of pleasure and pain. At first, Melinda likes what Nathan
teaches her, but then she discovers the terrible secret her handsome Dom is hiding. Nathan
has plans for her beyond his bedtime adventure. He wants her to make her his ... completely.
For many high school graduates, college is a way to get ahead, but going to college is not the
only way for young adults to succeed. Many people choose to enter the workforce after high
school to start earning money and gaining experience right away. These motivated young
workers can have rewarding jobs without ever having to earn a 4-year college degree. If you're
interested in helping others and don't know that you want to—or can—go to college, a career as
a personal assistant might be for you. Young people need only a high school diploma or
equivalent to start as a personal assistant, and they can eventually earn more than $50,000 a
year. In Personal Assistant, you'll learn how to start a career as a personal assistant and what
you need to succeed in the field. Find out about the prospects for these careers in the future,
how much personal assistants can make each year, and whether your path to success
includes a career as an assistant.
An artist celebrates the many things he can do with a simple pen, and encourages the reader
to do the same.
Details the life and achievements of Booker T. Washington.
From New York Times bestseller Mimi Jean Pamfiloff comes MY PEN IS HUGE, a Standalone
Romantic Comedy. Dear Mr. Merrick, I quit. And since you’re obsessed with your stupid pen
collection, I thought it appropriate to take the big one you love so much and write my
resignation letter. Kiss your pen goodbye, big man! Because when I agreed to work for you—a
hotshot journalist I’ve admired for years—no one told me that you had a secret life and that
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you’d bug my apartment, have someone killed, and make the moves on me just to test
whether I’m serious about this job. I mean, come on! What kind of boss does that? Yes,
you’re ten degrees hotter than the sun, and you melt panties everywhere you go, but this
“little intern” is done with your games. From this day forward, consider me your mortal enemy,
your biggest threat. Maybe your pen is huge, but my determination is bigger. See you on the
battlefield, Mr. Big Pen. Your ex-admirer, Gisselle Walters
When told "Luca, you're growing like a weed!", 2 year old Luca responds "I'm not a weed, I'm
Luca". Journey with Luca as she discovers herself among all of her silly family's comparisons.
This is a valuable handbook for anyone in the administrative or secretarial professions. It is
rare for us to find information that can make a difference both in our professional careers and
personal relationships in one easy-to-read book. Filled with thoughtful questions and answers,
this book leads the readers on an exciting and well laid out journey to understanding what it
takes to support their executive while rising to the top and reaching their career goals.
An entertaining and charming story about an eccentric, loveable family - 'Endearingly funny'
5-star review, Telegraph Chloe Deal is observant. Every day she notices small details - like
how Front Door always refuses to open when it's raining; how whatever task he sets out to do,
Daddy usually ends up snoozing to the radio in his shed; how her younger sister Daisy
muddles her similes but never her fashion sense, and how Mummy's nostrils flare when Dad
forgets to mow the lawn, again. So when Chloe starts a school project about her house, she
ends up cataloguing the chaotic balancing act of her family along with it. In the run up to the
school holidays (and Chloe's birthday), disaster follows disaster at home and school. Mummy's
patience is beginning to unravel. Can Chloe get the house, her siblings and her father in shape
before it's too late?
This is a reproduction of the original artefact. Generally these books are created from careful
scans of the original. This allows us to preserve the book accurately and present it in the way
the author intended. Since the original versions are generally quite old, there may occasionally
be certain imperfections within these reproductions. We're happy to make these classics
available again for future generations to enjoy!
Raúl R. Salinas is regarded as one of today's most important Chicano poets and human rights
activists, but his passage to this place of distinction took him through four of the most brutal
prisons in the country. His singular journey from individual alienation to rage to political
resistance reflected the social movements occurring inside and outside of prison, making his
story both personal and universal. This groundbreaking collection of Salinas' journalism and
personal correspondence from his years of incarceration and following his release provides a
unique perspective into his spiritual, intellectual, and political metamorphosis. The book also
offers an insider's view of the prison rebellion movement and its relation to the civil rights and
anti-war movements of the 1960s and 1970s. The numerous letters between Salinas and his
family, friends, and potential allies illustrate his burgeoning political awareness of the cause
and conditions of his and his comrades' incarceration and their link to the larger political and
historical web of social relations between dominant and subaltern groups. These collected
pieces, as well as two interviews with Salinas—one conducted upon his release from prison in
1972, the second more than two decades later—reveal to readers the transformation of Salinas
from a street hipster to a man seeking to be a part of something larger than himself. Louis
Mendoza has painstakingly compiled a body of work that is autobiographical, politically
insurgent, and representative.
My Overdue Book: Too many stories not to tell: spells out the varied episodes in the life of a
man who spent decades working in Hollywood. He began as a little boy in Cincinnati
impressed early on by the broadcasting magic of radio and then TV in the middle of twentieth
century America. His drive to get into broadcasting culminates in an early success that gets
interrupted by an unexpected sidebar in The US Army and a subsequent tour as an
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Infantryman in Vietnam in the late 1960's. His yearlong excursion in "Fun City East," with its
repeated life and death experiences, had lifelong effects on this soldier-of-media. Following his
wanderings through the jungles of Vietnam, Bright's interactions with many of America's top
public figures throughout his decades in radio and television come to life with intriguing stories
that are personal, professional, positive and negative. It's life without a filter! Readers across
generations will share and co-experience numerous real life feelings and emotions with writer
Bright as his winding trail of life opens in front of them. book endorsement for peter bright; i
always thought that peter bright and i had many things in common; we both grew up in ohio,
we both had careers in the live event and variety side of television, and the few times we had
times to talk i thought we shared a mutual philosophy toward the ups and downs of life. but it
wasn't until i read his "overdue" book that i realized just what a rich and storied life peter has
had and how much more deeply he had experienced the highs and lows, particularly during his
years in the military, than i ever could have imagined. it really amazes me just how little we
know about people we think we know, and just how much more we appreciate who they are
when we are fortunate enough to have that background filled in by someone as articulate and
able to express both facts and feelings as peter has in this book. when i started to read it, i
thought all of those common events that we shared would be an interesting parallel track to my
life and as such i would have a great frame of reference, but as i read on, i realized just what
an amazing story peter has to tell and just how well he tells it. ken ehrlich, executive producer,
the grammy awards
Helps you learn how to embrace innovative thinking that makes you invaluable to your boss,
your co-workers and your company.
This is the story of an Irish family from Cork Ireland. It documents how they survived in the 50's
and 60's and will take you on a roller coaster ride of every emotion, sometimes all on the same
page. Here you will read of an inspiring mother, always encouraging her six children to laugh at
life, and believe in tomorrow. She did this inspiring while battling a domineering old
grandmother, and an alcoholic husband, as her children drank tea from their jam jars, and read
by a candle. Its a book filled with humor, drama, and dreams that come true, culminating in the
author meeting his American dream. It's said the book is like, Irish Stew for the Soul. You will
feel uplifted when you finish reading a book that seems to be everyone's story.
Run for your life. Take cover. The Cicadas are coming. Everyone dreaded the return of the 17
year Cicadas, but no one knew they weren't going to be just a nuisance. This time they are
coming back for Blood, ... Human Blood! There is nowhere to run, nowhere to hide once the
golf ball size cicadas, with vampire fangs, come crawling out of the ground hunting for flesh
and blood, ...........For 17 years these Cicadas laid in wait in a nuclear waste dump. Once they
come they devour everything and everyone in their path. Alfred Hitchcock and the birds move
over, The Cicadas are coming!!!!!!!!!!!!!!!!!!!
In this book, Joan Burge, the pioneer of administrative excellence exposes the game-changing
truths and unwritten rules you need to know in order to maximize your potential. Joan shares
never before revealed career stories and life lessons that will teach you how to master your
craft and triumph in today's business environment.
This book of poetry contains important ideas which are criticising the way by which the modern
mind thinks. It contains poems that try to open the mind to facts that we see in everyday life but
we are not aware of.
With humor, grit, compassion, and a calm demeanor, Linda McFarland imparts her wisdom to
help assistants succeed in a rapidly changing role. "The Wizard behind the CEO: Enchanted
stories from the assistant with the magic WAND" is about Linda's adventures as an assistant in
the intense world of Silicon Valley. This book is a great way to learn from a role model with
insight to avoid the potential pitfalls we all face in our hectic business and personal lives. Each
chapter contains stories followed by lessons learned and strategies dubbed the WAND (What
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Assistants Need Daily). This magical advice is relevant for not just assistants but their
managers and professionals who need to work together to accomplish goals. Being a CEO
assistant has incredible challenges. It takes good judgment, implausible instincts,
confidentiality and discretion, an eye for detail, adaptability, resilience, proficient computer
skills, anticipating instincts, problem-solving skills, meeting and event planner skills, a calm
demeanor, resourcefulness, the ability to build lasting relationships with ease, an
understanding of timing when it comes to delivering a critical message, negotiating skills, the
desire to constantly learn, understanding an executive's business priorities and goals, and so
much more. All these attributes together create the magic that assistants perform daily.
Speak with my pen is a inspirational untold story of a young woman who suffered depression
due to death, bullying, relocation and broken hearted relationships. The Author speaks of how
she wrote poetry as a coping mechanism to find peace in life's storms. She gives you
relationship tips from her own life experiences leaving you with the thought, "She's just like
me!"
Real-life tools and advice for every administrative professional
"A book for executive assistants written by executive assistants...offers practical, creative
strategies for achieving success and building leadership attributes, compiled from the diverse
experiences of high-achieving administrative professionals in a wide variety of businesses and
industries."--page [4] of cover.
I invite you to read my book of poetry. It was written to reach out to loved ones, family and
friends, even strangers at the time. Everyone has pain and suffering and sorrow at some time
in their lives. Some deal with it with prayers, finding comfort with others, or some in anger.
Each poem that I wrote was for that person and written from my heart. I have written poems of
death, birth, funerals, weddings, divorces, birthdays, baptisms, special holidays, and
sentimental/memories. As I wrote poems about death, I came to realize that life does go on
after death, that death only removes the body, not the soul or our memories. Every poem I
wrote, before writing them, I sat in quiet time with God, asking him to help me choose my
words, giving me inner feelings of that person. I felt this was a given gift to me from God and
my way of reaching out to others. I put no periods at the end of my writings as I want them to
continue, to go on and on. I thank you for reading my book of poems. I am honored and I pray
and hope you enjoy reading them as much as I enjoyed writing them.
This lively memoir by Linda Powell takes us from the swinging 60s to the present day. We hear
of her challenges, successes and escapades over this 50-year period and we meet some
inspirational people who are doing extraordinary things to improve the lives of others and to
create a better world. Their stories deserve to be told. Linda was described by The Times
newspaper as “humorous and unassuming” and her story starts in Jamaica, where she
worked as a volunteer teacher. From there we travel to Haiti, the United States of America, the
East End of London, Eastern Europe, Africa, Central America, India and Cambodia. Her
narratives range from humorous and entertaining to moving and heart-wrenching. They weave
together to form a personal portrait of a life spent learning from passionate, motivational
people. Throughout, we are presented with a clear picture of the political situation of the day
and its impact on Linda and those around her. Among her wide range of experiences, we hear
about her role as a teacher and headteacher in large secondary schools in London; her
voluntary work in Jamaica, South Africa, Ghana and Uganda; her direct action against
injustice; and her tangles with the military in a number of countries. This book is a tribute to
human-kind, a social history of the time, and an amusing and informative read for all who enjoy
travel. All proceeds from the sale of this book will go directly to three charity organisations
concerned with empowering girls and women and improving the provision of education in
Africa and South East Asia. Details about these organisations are given on the final page of
the book.
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Growing up as a country girl, the sights and sounds of nature surrounded me. Until the year of
2014, spring was my favorite season. That year, I began compiling the poems of this book, and
my love for the rustic beauty of autumn began. Inspired by the changing colors of the season,
often viewed during my daily morning walks, "I Wrote a Poem of Autumn" became my sixth
book in print, my second book of nature poems, and autumn became my favorite season!
(Front Cover Photo: My granddaughter, Trejaqnae, who will be a teenager this year.)
In this collection of poems and her life story Stephanie Ellis shares her personal story as a
single mother and how she endured and surpassed the worst of life's hardships. Everything
around her was falling apart but she remained resilient, and it was her hope that served as her
shield. All of us are fighting a hard battle in life every single day. Hope is the one thing that
keeps us going. It's like the candle that serves as our light in the dark. It's what fuels our body
and soul to keep believing and keep trying to make things better. We need to learn that no
matter what there is always hope. God always has a plan and creates a path for us out of our
darkest hours Always remember when there is nothing else there is always HOPE
Matt Johnson had a life he was happy enough with. Could he learn to be happy with his death
as well? This zombie story is written from his point of view-- from normal, every-day security
guard, to brain-eating, mindless zombie.
Perfect book to record and save important addresses and birthdays. As time goes by and the
fullness and complexity of the days increase, this is more and more important. You can keep
these addresses and birthdays from family, friends, business partners etc. for many years.
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