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HBR's 10 Must Reads on Change Management (including featured article "Leading Change," by John P. Kotter)
You never dreamed being the boss would be so hard. You're caught in a web of conflicting expectations from subordinates, your supervisor,
peers, and customers. You're not alone. As Linda Hill and Kent Lineback reveal in Being the Boss, becoming an effective manager is a
painful, difficult journey. It's trial and error, endless effort, and slowly acquired personal insight. Many managers never complete the journey.
At best, they just learn to get by. At worst, they become terrible bosses. This new book explains how to avoid that fate, by mastering three
imperatives: · Manage yourself: Learn that management isn't about getting things done yourself. It's about accomplishing things through
others. · Manage a network: Understand how power and influence work in your organization and build a network of mutually beneficial
relationships to navigate your company's complex political environment. · Manage a team: Forge a high-performing "we" out of all the "I"s
who report to you. Packed with compelling stories and practical guidance, Being the Boss is an indispensable guide for not only first-time
managers but all managers seeking to master the most daunting challenges of leadership.

Managers and Leaders: are They Different?
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Does it seem like you never have enough time to get everything done? Keeping on top of your tasks, deadlines, and work schedule can be
daunting.Managing Time quickly walks you through the basics. You'll learn to: Assess how you spend your time now Prioritize your tasks
Plan the right time to work on each one Avoid procrastination and interruptions About HBR's 20-Minute Manager Series: Don't have much
time? Get up to speed fast on the most essential business skills with HBR's 20-Minute Manager series. Whether you need a crash course or
a brief refresher, each book in the series is a concise, practical primer that will help you brush up on a key management topic. Advice you can
quickly read and apply, for ambitious professionals and aspiring executivesfrom the most trusted source in business. Also available as an
ebook.

HBR's 10 Must Reads Leadership Collection (4 Books) (HBR's 10 Must Reads)
Provides executives with helpful advice on how to work more efficiently and become better managers.Selling Points Provides busy managers
with strategies for more effective time and stress management as well as insights into what a manager's job really entails. Features bestselling classics such as "Management Time, Who's Got the Monkey?" and "What Effective Managers Really Do"

Management Tips
Leading Minds and Landmark Ideas In An Easily Accessible Format From the preeminent thinkers whose work has defined an entire field to
the rising stars who will redefine the way we think about business, The Harvard Business Review Paperback Series delivers the fundamental
information today's professionals need to stay competitive in a fast-moving world. From the seminal article, "Leading Change," by John Kotter
to Paul Strebel on why employees so often resist change, Harvard Business Review on Change is the most comprehensive resource
available for embracing corporate change--and using it to your company's greatest advantage. A Harvard Business Review Paperback.

Executive Success
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 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

HBR's 10 Must Reads on Managing People (with featured article "Leadership That Gets Results," by Daniel
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Goleman)
New managers must learn how to lead others rather than do the work themselves, to win trust and respect, to motivate, and to strike the right
balance between delegation and control. It is a transition many fail to make. This book traces the experiences of nineteen new managers over
the course of their first year in a managerial capacity. Reveals the complexity of the transition and analyzes the expectations of the
managers, their subordinates, and their superiors. New managers describe how they reframed their understanding of their roles and
responsibilities, how they learned to build effective work relationships, how and when they used individual and organizational resources, and
how they learned to cope with the inevitable stresses of the transformation. They describe what it was like to take on a new identity. Two
themes emerge: first the transition from individual contributor to manager is a profound psychological adjustment--a transformation; second,
the process of becoming a manager is primarily one of learning from experience. Through trial and error, observation and interpretation, the
new managers learned what it took to become effective business leaders.

Leadership That Gets Results (Harvard Business Review Classics)
A leader's singular job is to get results. But even with all the leadership training programs and "expert" advice available, effective leadership
still eludes many people and organizations. One reason, says Daniel Goleman, is that such experts offer advice based on inference,
experience, and instinct, not on quantitative data. Now, drawing on research of more than 3,000 executives, Goleman explores which precise
leadership behaviors yield positive results. He outlines six distinct leadership styles, each one springing from different components of
emotional intelligence. Each style has a distinct effect on the working atmosphere of a company, division, or team, and, in turn, on its financial
performance. Coercive leaders demand immediate compliance. Authoritative leaders mobilize people toward a vision. Affiliative leaders
create emotional bonds and harmony. Democratic leaders build consensus through participation. Pacesetting leaders expect excellence and
self-direction. And coaching leaders develop people for the future. The research indicates that leaders who get the best results don't rely on
just one leadership style; they use most of the styles in any given week. Goleman details the types of business situations each style is best
suited for, and he explains how leaders who lack one or more of these styles can expand their repertories. He maintains that with practice
leaders can switch among leadership styles to produce powerful results, thus turning the art of leadership into a science. The Harvard
Business Review Classics series offers you the opportunity to make seminal Harvard Business Review articles a part of your permanent
management library. Each highly readable volume contains a groundbreaking idea that continues to shape best practices and inspire
countless managers around the world—and will have a direct impact on you today and for years to come.

HBR's 10 Must Reads for Healthcare Leaders Collection
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
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Guides can help.

Becoming a Manager
Managing your boss: Isn't that merely manipulation? Corporate cozying up? Not according to John Gabarro and John Kotter. In this handy
guidebook, the authors contend that you manage your boss for a very good reason: to do your best on the job—and thereby benefit not only
yourself but also your supervisor and your entire company. Your boss depends on you for cooperation, reliability, and honesty. And you
depend on him or her for links to the rest of the organization, for setting priorities, and for obtaining critical resources. By managing your
boss—clarifying your own and your supervisor's strengths, weaknesses, goals, work styles, and needs—you cultivate a relationship based on
mutual respect and understanding. The result? A healthy, productive bond that enables you both to excel. Gabarro and Kotter provide
valuable guidelines for building this essential relationship—including strategies for determining how your boss prefers to process information
and make decisions, tips for communicating mutual expectations, and tactics for negotiating priorities. Thought provoking and practical,
Managing Your Boss enables you to lay the groundwork for one of the most crucial working relationships you'll have in your career.

HBR Guide to Managing Up and Across (HBR Guide Series)
A year’s worth of management wisdom, all in one place. We’ve examined the ideas, insights, and best practices from the past year of
Harvard Business Review to bring you the latest, most significant thinking driving business today. With authors from Marcus Buckingham to
Herminia Ibarra and company examples from Google to Deloitte, this volume brings the most current and important management
conversations to your fingertips. This book will inspire you to: Tap into the new technologies that are changing the way businesses compete
Fuel performance by redesigning your organization’s practices around feedback Learn techniques to move beyond intuition for better
decision making Understand why your strategy execution isn’t working—and how to fix it Lead with authenticity by moving beyond your
comfort zone Transform your physical office space to promote creativity and productivity This collection of best-selling articles includes:
“Reinventing Performance Management,” by Marcus Buckingham and Ashley Goodall “The Transparency Trap,” by Ethan Bernstein
“Profits Without Prosperity,” by William Lazonick “Outsmart Your Own Biases,” by Jack B. Soll, Katherine L. Milkman, and John W. Payne
“The 3-D Printing Revolution,” by Richard D’Aveni “Why Strategy Execution Unravels—and What to Do About It,” by Donald Sull, Rebecca
Homkes, and Charles Sull “The Authenticity Paradox,” by Herminia Ibarra “The Discipline of Business Experimentation,” by Stefan Thomke
and Jim Manzi “When Senior Managers Won’t Collaborate,” by Heidi K. Gardner “Workspaces That Move People,” by Ben Waber, Jennifer
Magnolfi, and Greg Lindsay “Digital Ubiquity: How Connections, Sensors, and Data Are Revolutionizing Business,” by Marco Iansiti and
Karim R. Lakhani

Harvard Business Review--on Management
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Most company's change initiatives fail. Yours don't have to. If you read nothing else on change management, read these 10 articles (featuring
“Leading Change,” by John P. Kotter). We've combed through hundreds of Harvard Business Review articles and selected the most
important ones to help you spearhead change in your organization. HBR's 10 Must Reads on Change Management will inspire you to: Lead
change through eight critical stages Establish a sense of urgency Overcome addiction to the status quo Mobilize commitment Silence
naysayers Minimize the pain of change Concentrate resources Motivate change when business is good This collection of best-selling articles
includes: featured article "Leading Change: Why Transformation Efforts Fail" by John P. Kotter, "Change Through Persuasion," "Leading
Change When Business Is Good: An Interview with Samuel J. Palmisano," "Radical Change, the Quiet Way," "Tipping Point Leadership," "A
Survival Guide for Leaders," "The Real Reason People Won't Change," "Cracking the Code of Change," "The Hard Side of Change
Management," and "Why Change Programs Don't Produce Change."

The Virtual Manager Collection (3 Books) (HBR 20-Minute Manager Series)
A year's worth of management wisdom, all in one place. We've reviewed the ideas, insights, and best practices from the past year of Harvard
Business Review to keep you up-to-date on the most cutting-edge, influential thinking driving business today. With authors from Michael E.
Porter to Katrina Lake and company examples from Alibaba to 3M, this volume brings the most current and important management
conversations right to your fingertips. This book will inspire you to: Ask better questions to boost your learning, persuade others, and
negotiate more effectively Create workplace conditions where gender equity can thrive Boost results by allowing humans and AI to enhance
one another's strengths Make better connections with your customers by giving them a glimpse inside your company Scale your agile
processes from a few teams to hundreds Build a commitment to both economic and social values in your organization Prepare your company
for a rapidly aging workforce and society This collection of articles includes "The Surprising Power of Questions," by Alison Wood Brooks and
Leslie K. John; "Strategy Needs Creativity," by Adam Brandenburger; "What Most People Get Wrong about Men and Women," by Catherine
H. Tinsley and Robin J. Ely; "Collaborative Intelligence: Humans and AI Are Joining Forces," by H. James Wilson and Paul R. Daugherty;
"Stitch Fix's CEO on Selling Personal Style to the Mass Market," by Katrina Lake; "Strategy for Start-Ups," by Joshua Gans, Erin L. Scott, and
Scott Stern; "Agile at Scale," by Darrell K. Rigby, Jeff Sutherland, and Andy Noble; "Operational Transparency," by Ryan W. Buell; "The DualPurpose Playbook," by Julie Battilana, Anne-Claire Pache, Metin Sengul, and Marissa Kimsey; "How CEOs Manage Time," by Michael E.
Porter and Nitin Nohria; and "When No One Retires," by Paul Irving.

Senior Leadership Teams
Presents a collection of management insights and practices from some of the top thinkers in the field.

Skills of an Effective Administrator
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Discusses financial basics, introduces the language of finances, and describes decision making with data.

The Harvard Business Review Manager's Handbook
The one primer you need to develop your managerial and leadership skills. Whether you’re a new manager or looking to have more influence
in your current management role, the challenges you face come in all shapes and sizes--a direct report’s anxious questions, your boss’s lastminute assignment of an important presentation, or a blank business case staring you in the face. To reach your full potential in these
situations, you need to master a new set of business and personal skills. Packed with step-by-step advice and wisdom fromHarvard Business
Review’s management archive, theHBR Manager’s Handbook provides best practices on topics from understanding key financial
statements and the fundamentals of strategy to emotional intelligence and building your employees’ trust. The book’s brief sections allow
you to home in quickly on the solutions you need right away--or take a deeper dive if you need more context. Keep this comprehensive guide
with you throughout your career and be a more impactful leader in your organization. In theHBR Manager’s Handbook you’ll find: - Step-bystep guidance through common managerial tasks - Short sections and chapters that you can turn to quickly as a need arises - Selfassessments throughout - Exercises and templates to help you practice and apply the concepts in the book - Concise explanations of the
latest research and thinking on important management skills fromHarvard Business Review experts such as Dan Goleman, Clayton
Christensen, John Kotter, and Michael Porter - Real-life stories from working managers - Recaps and action items at the end of each chapter
that allow you to reinforce or review the ideas quickly The skills covered in the book include: - Transitioning into a leadership role - Building
trust and credibility - Developing emotional intelligence - Becoming a person of influence - Developing yourself as a leader - Giving effective
feedback - Leading teams - Fostering creativity - Mastering the basics of strategy - Learning to use financial tools - Developing a business
case

HBR's 10 Must Reads on Leadership
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 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 In-depth 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
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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 HBR Handbooks provide ambitious professionals with the frameworks, advice, and
tools they need to excel in their careers. With step-by-step guidance, time-honed best practices, real-life stories, and concise explanations of
research published in Harvard Business Review, each comprehensive volume helps you to stand out from the pack--whatever your role.

Being the Boss
Managing people is fraught with challenges- even if you are a seasoned manager. Here's how to handle them. If you read nothing else on
managing people, read these articles. We've combed through hundreds of Harvard Business Review articles and selected the most important
ones to help you maximize your employee's performance.This book will inspire you to: tailor your management styles to fit your people;
motivate with more responsibility, not more money; support first-time managers; build trust by soliciting input; teach smart people how to learn
from failure; build high-performing teams; and manage your boss. -- from Back Cover

Harvard Business Review Manager's Handbook
An organisation's fate hinges on its CEO—right? Not according to the authors of Senior Leadership Teams. They argue that in today's world of
neck-snapping change, demands on leaders in top roles are rapidly outdistancing the capabilities of any one person - no matter how talented.
Result? Chief executives are turning to their enterprise's senior leaders for help. Yet many CEOs stumble when creatinga leadership team.
One major challenge is that senior executives often focus more on their individual roles than on the top team's shared work. Without the
CEO's careful attention to setting the team up correctly, these high-powered managers often have difficulty pulling together to move their
organisation forward. Sometimes they don't even agree about what constitutes the right path forward.The authors explain how to determine
whether your organisation needs a senior leadership team. Then, drawing on their study of 100+ top teams from around the world, they
explain how to create a clear and compelling purpose for your team, get the right people on it, provide structure and support, and sharpen
team members' competencies - and your own. Timely and practical, this book enables you to create and sustain a leadership team whose
members learn from one another while collaborating to pursue your company's objectives.

HBR Guide to Finance Basics for Managers
Becoming a great leader takes work. This collection from Harvard Business Review offers the ideas and strategies to help get you there. The
HBR’s 10 Must Reads Leadership Collection (4 Books) includes the popular books HBR’s 10 Must Reads on Leadership, HBR’s 10 Must
Reads on Managing Yourself, HBR’s 10 Must Reads on Strategy, and HBR’s 10 Must Reads on Emotional Intelligence. This unique
compilation offers insights from world-class experts on the topics most important to your success as a leader—how to inspire others and
improve team performance, how to galvanize your organization’s strategy development and execution, and the best ways to chart your own
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path to professional success. The collection includes forty articles selected by HBR’s editors from renowned thought leaders including
Michael Porter, Peter Drucker, John Kotter, Daniel Goleman, W. Chan Kim, and Renée Mauborgne, as well as the bonus award-winning
article “How Will You Measure Your Life?” by Clayton Christensen. It’s time to transform yourself from a good manager into a great leader.
The HBR’s 10 Must Reads Leadership Collection will help you do just that—and will become an invaluable addition to your management
toolkit. HBR’s 10 Must Reads series is the definitive collection of ideas and best practices for aspiring and experienced leaders alike. These
books offer essential reading selected from the pages of Harvard Business Review on topics critical to the success of every manager. Each
book is packed with advice and inspiration from leading experts such as Clayton Christensen, Peter Drucker, Rosabeth Moss Kanter, John
Kotter, Michael Porter, Daniel Goleman, Theodore Levitt, and Rita Gunther McGrath.

HBR's 10 Must Reads for New Managers (with bonus article “How Managers Become Leaders” by Michael D.
Watkins) (HBR's 10 Must Reads)
New breakthrough thinking in organizational learning, leadership, and change Continuous improvement, understanding complex systems,
and promoting innovation are all part of the landscape of learning challenges today's companies face. Amy Edmondson shows that
organizations thrive, or fail to thrive, based on how well the small groups within those organizations work. In most organizations, the work that
produces value for customers is carried out by teams, and increasingly, by flexible team-like entities. The pace of change and the fluidity of
most work structures means that it's not really about creating effective teams anymore, but instead about leading effective teaming. Teaming
shows that organizations learn when the flexible, fluid collaborations they encompass are able to learn. The problem is teams, and other
dynamic groups, don't learn naturally. Edmondson outlines the factors that prevent them from doing so, such as interpersonal fear, irrational
beliefs about failure, groupthink, problematic power dynamics, and information hoarding. With Teaming, leaders can shape these factors by
encouraging reflection, creating psychological safety, and overcoming defensive interpersonal dynamics that inhibit the sharing of ideas.
Further, they can use practical management strategies to help organizations realize the benefits inherent in both success and failure.
Presents a clear explanation of practical management concepts for increasing learning capability for business results Introduces a framework
that clarifies how learning processes must be altered for different kinds of work Explains how Collaborative Learning works, and gives tips for
how to do it well Includes case-study research on Intermountain healthcare, Prudential, GM, Toyota, IDEO, the IRS, and both Cincinnati and
Minneapolis Children's Hospitals, among others Based on years of research, this book shows how leaders can make organizational learning
happen by building teams that learn.

Giving Effective Feedback (HBR 20-Minute Manager Series)
Teaming
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While there is a widespread belief that some people are born to lead, the existence of an 'ideal manager' is almost entirely a myth. Basic skills
- the ones that most employees can learn - are often more important than personality traits. In Skills of an Effective Administrator, Robert L.
Katz identifies the three fundamental abilities companies should seek to develop in their managers. Find out for yourself how these vital skills
can be put to work today. Since 1922, Harvard Business Review has been a leading source of breakthrough ideas in management practice.
The Harvard Business Review Classics series now offers you the opportunity to make these seminal pieces a part of your permanent
management library. Each highly readable volume contains a groundbreaking idea that continues to shape best practices and inspire
countless managers around the world.

HBR's 10 Must Reads 2016
Managing people is fraught with challenges—even if you're a seasoned manager. Here's how to handle them. If you read nothing else on
managing people, read these 10 articles (featuring “Leadership That Gets Results,” by Daniel Goleman). We've combed through hundreds of
Harvard Business Review articles and selected the most important ones to help you maximize your employees' performance. HBR's 10 Must
Reads on Managing People will inspire you to: Tailor your management styles to fit your people Motivate with more responsibility, not more
money Support first-time managers Build trust by soliciting input Teach smart people how to learn from failure Build high-performing teams
Manage your boss This collection of best-selling articles includes: featured article "Leadership That Gets Results" by Daniel Goleman, "One
More Time: How Do You Motivate Employees?" "The Set-Up-to-Fail Syndrome," "Saving Your Rookie Managers from Themselves," "What
Great Managers Do," "Fair Process: Managing in the Knowledge Economy," "Teaching Smart People How to Learn," "How (Un)ethical Are
You?" "The Discipline of Teams," and "Managing Your Boss."

HBR's 10 Must Reads 2020
Business.

Managing Time
Drawing on a wide body of research, including extensive in-depth interviews, THE ONE THING YOU NEED TO KNOW reveals the central
insights that lie at the core of: Great Managing, Great Leadership and Great Careers. Buckingham uses a wealth of relevant examples to
reveal that at the heart of each insight lies a controlling insight. Lose sight of this 'one thing' and all of your best efforts at managing, leading,
or individual achievement will be diminished. For great managing, the controlling insight has less to do with fairness, or team building, or clear
expectations (although all are important). Rather, the one thing great managers know is the need to discover and then capitalize on what is
unique about each person. For leadership, the controlling insight is the opposite - discover and capitalize on what is universal to all your
people, regardless of differences in personality, race, sex, or age. For sustained individual success, the controlling insight is the need to
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discover what you don't like doing, and know how and when to stop doing it. In every way a groundbreaking work, THE ONE THING YOU
NEED TO KNOW offers crucial performance and career lessons for business people at every level.

Managing Projects (HBR 20-Minute Manager Series)
Offers advice on how to lead an organization into change, including establishing a sense of urgency, developing a vision and strategy, and
generating short-term wins.

HBR's 10 Must Reads on Managing People
Develop the mindset and presence to successfully manage others for the first time. If you read nothing else on becoming a new manager,
read these 10 articles. We’ve combed through hundreds of Harvard Business Review articles and selected the most important ones to help
you transition from being an outstanding individual contributor to becoming a great manager of others. This book will inspire you to: Develop
your emotional intelligence Influence your colleagues through the science of persuasion Assess your team and enhance its performance
Network effectively to achieve business goals and for personal advancement Navigate relationships with employees, bosses, and peers Get
support from above View the big picture in your decision making Balance your team’s work and personal life in a high-intensity workplace
This collection of articles includes “Becoming the Boss,” by Linda A. Hill; “Leading the Team You Inherit,” by Michael D. Watkins; “Saving
Your Rookie Managers from Themselves,” by Carol A. Walker; “Managing the High-Intensity Workplace,” by Erin Reid and Lakshmi
Ramarajan; “Harnessing the Science of Persuasion,” Robert B. Cialdini; “What Makes a Leader?” by Daniel Goleman; “The Authenticity
Paradox,” by Herminia Ibarra; “Managing Your Boss,” by John J. Gabarro and John P. Kotter; “How Leaders Create and Use Networks,” by
Herminia Ibarra and Mark Lee Hunter; “Management Time: Who’s Got the Monkey?” by William Oncken, Jr., and Donald L. Wass; and
BONUS ARTICLE: “How Managers Become Leaders,” by Michael D. Watkins.

Harvard Business Review on Becoming a High Performance Manager
The Connector Manager
Managing Your Boss
'Crisis Management' offers advice on how managers can identify, manage & prevent potential crises. It includes tips & tools on how to
prepare an emergency list & how to utilize pre-crisis resources.
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Harvard Business Review on Change
Essays on the development of personal, leadership, organizational, and decision-making skills include discussions of communication, the
proper use of power, and the qualities of an effective administrator

The One Thing You Need to Know
ARE YOUR WORKING RELATIONSHIPS WORKING AGAINST YOU? To achieve your goals and get ahead, you need to rally people
behind you and your ideas. But how do you do that when you lack formal authority? Or when you have a boss who gets in your way? Or
when you’re juggling others’ needs at the expense of your own? By managing up, down, and across the organization. Your success
depends on it, whether you’re a young professional or an experienced leader. The HBR Guide to Managing Up and Across will help you:
Advance your agenda—and your career—with smarter networking Build relationships that bring targets and deadlines within reach Persuade
decision makers to champion your initiatives Collaborate more effectively with colleagues Deal with new, challenging, or incompetent bosses
Navigate office politics

HBR Guide to Coaching Employees (HBR Guide Series)
Whether you're dealing with a problem employee or praising the good work of a colleague, you need to communicate in a way that promotes
positive change in others. Giving Effective Feedback quickly walks you through the basics of delivering feedback that gets results, including:
Choosing the right time to talk Engaging in productive dialogue Helping both star and struggling performers Developing a plan for effective
follow-up 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.

Crisis Management
Today we have greater control over where and when we work. As our businesses spread across the world and technology makes it easy to
do our jobs from anywhere there’s Wi-Fi, more of us have the option to go remote. But that doesn’t mean we’re good at it. Whether you’re
calling in from a home office every day or one of your team members occasionally logs in from the quiet car on a train, distance can make
collaboration more difficult. Remote work gives teams flexibility and options, but when you’re not face-to-face with colleagues, it’s difficult to
set and manage expectations, deal with inevitable tech glitches, keep your people (and yourself) motivated and engaged, and infuse warmth
and personality into the blunt communication tools you’re using. The Virtual Manager Collection gives you the solutions you need to be
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productive, whether you’re managing a team, a project, or just your own work. This specially priced three-volume set includes Virtual
Collaboration, Running Virtual Meetings, and Leading Virtual Teams. Tips and strategies cover: • getting your technology up and
running—and keeping it there • building and maintaining relationships from afar • communicating well through a variety of media • running
productive virtual meetings • setting and managing expectations for your work • leading geographically dispersed teams This set has the
practical advice, insights, and tools you need to work well, no matter where you are. 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.

Managing Up (HBR 20-Minute Manager Series)
The one primer you need to develop your managerial and leadership skills. Whether you’re a new manager or looking to have more influence
in your current management role, the challenges you face come in all shapes and sizes—a direct report’s anxious questions, your boss’s lastminute assignment of an important presentation, or a blank business case staring you in the face. To reach your full potential in these
situations, you need to master a new set of business and personal skills. Packed with step-by-step advice and wisdom from Harvard
Business Review’s management archive, the HBR Manager’s Handbook provides best practices on topics from understanding key financial
statements and the fundamentals of strategy to emotional intelligence and building your employees’ trust. The book’s brief sections allow
you to home in quickly on the solutions you need right away—or take a deeper dive if you need more context. Keep this comprehensive guide
with you throughout your career and be a more impactful leader in your organization. In the HBR Manager’s Handbook you’ll find: - Step-bystep guidance through common managerial tasks - Short sections and chapters that you can turn to quickly as a need arises - Selfassessments throughout - Exercises and templates to help you practice and apply the concepts in the book - Concise explanations of the
latest research and thinking on important management skills from Harvard Business Review experts such as Dan Goleman, Clayton
Christensen, John Kotter, and Michael Porter - Real-life stories from working managers - Recaps and action items at the end of each chapter
that allow you to reinforce or review the ideas quickly The skills covered in the book include: - Transitioning into a leadership role - Building
trust and credibility - Developing emotional intelligence - Becoming a person of influence - Developing yourself as a leader - Giving effective
feedback - Leading teams - Fostering creativity - Mastering the basics of strategy - Learning to use financial tools - Developing a business
case

Leading Change
Your boss plays an important role in your career. So how do you navigate this delicate, significant professional relationship without playing
political games or compromising your character? Managing Up offers concise, expert tips on: Understanding your manager's priorities and
pressures Setting a positive tone for the relationship Managing expectations--and egos Earning trust and respect Don't have much time? Get
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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.

The Harvard Business Review Leader's Handbook
You've been asked to manage a key project--or perhaps you've volunteered for an assignment that could advance your career. So how do
you make sure the project succeeds? Managing Projects walks you quickly through the basics, including: Drawing up a realistic schedule and
project plan Monitoring key tasks and benchmarks Communicating with stakeholders Bringing the project to a close Don't have much time?
Get up to speed fast on the most essential business skills with HBR's 20-Minute Manager series. Whether you need a crash course or a brief
refresher, each book in the series is a concise, practical primer that will help you brush up on a key management topic. Advice you can
quickly read and apply, for ambitious professionals and aspiring executives--from the most trusted source in business. Also available as an
ebook.

HBR Guide to Data Analytics Basics for Managers (HBR Guide Series)
Help your employees help themselves. As a manager in today’s business world, you can’t just tell your direct reports what to do: You need
to help them make their own decisions, enable them to solve tough problems, and actively develop their skills on the job. Whether you have a
star on your team who’s eager to advance, an underperformer who’s dragging the group down, or a steady contributor who feels bored and
neglected, you need to coach them: Help shape their goals—and support their efforts to achieve them. In the HBR Guide to Coaching
Employees you’ll learn how to: Create realistic but inspiring plans for growth Ask the right questions to engage your employees in the
development process Give them room to grapple with problems and discover solutions Allow them to make the most of their expertise while
compelling them to stretch and grow Give them feedback they’ll actually apply Balance coaching with the rest of your workload 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.

Hbr's 10 Must Reads for New Managers Collection
The landscape of today's healthcare industry is constantly changing, and it's your job to lead your team to success. This collection from
Harvard Business Review offers the ideas and strategies to help get you there. HBR's 10 Must Reads for Healthcare Leaders Collection
includes the popular books HBR's 10 Must Reads on Leadership for Healthcare, HBR's 10 Must Reads on Strategy for Healthcare, HBR's 10
Must Reads on Innovation, and HBR's 10 Must Reads on Change Management. This unique compilation offers insights from world-class
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experts on making the leap from being a good practitioner to being a great leader, leading effectively through times of rapid change, and
achieving the best healthcare outcomes at the lowest cost. The collection includes forty articles selected by HBR's editors from renowned
thought leaders including Michael Porter, Peter Drucker, John Kotter, Rosabeth Moss Kanter, Jim Collins, W. Chan Kim, and Renee
Mauborgne, plus the bonus article "Engaging Doctors in the Health Care Revolution," by Thomas H. Lee, MD, and Toby Cosgrove, MD.
HBR's 10 Must Reads for Healthcare Leaders Collection is an invaluable resource for any doctor or hospital administrator looking to grow as
a leader and to having a positive impact on colleagues and patients alike. HBR's 10 Must Reads series is the definitive collection of ideas and
best practices for leaders at every level. These books offer essential reading selected from the pages of Harvard Business Review on topics
critical to the success of every manager. Each book is packed with advice and inspiration from leading experts such as Clayton Christensen,
Peter Drucker, Rosabeth Moss Kanter, John Kotter, Michael Porter, Daniel Goleman, Theodore Levitt, and Rita Gunther McGrath.

HBR Guide to Project Management
"The authors classify all managers into one of four types: Teacher; Cheerleader; Always-on; and Connector managers. Drawing on datadriven research, as well on case studies and interviews, the authors show that Connector managers consistently outperform the other types,
then explain what behaviors define a Connector manager and why they are able to build strong teams. They also show why other types of
managers are not equally effective, and how they can incorporate behaviors of Connector managers in order to be more effective at building
teams"--
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