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By Hodder Stoughton UK

HODDER EDUCATION, United Kingdom, 2008. Paperback. Book Condition: New. 198 x 130 mm.
Language: English . Brand New Book. Stay on top of your workload with these invaluable guides,
packed with expert advice and time-saving tips. Supported and endorsed by the highly respected
Chartered Management Institute, this three-volume collection is anessential addition toany
manager s library. Time Management, by Polly Bird, is specifically tailored to giveyou an
understanding of how time management can helpyou at work, focusing on what time management
is and why it is important in management. Emotional Intelligence by Jill Dann teaches how EI is
useful in developing your staff and how it can help in achieving a good work/life balance. Two
particularly fascinating chapters cover EI within the contexts of social diversity and conflict
resolution. Information Overload, by Tina Konstant and Morris Taylor, is essential reading for
anyone who has more work than time; is reluctant to speed-read in case vital information is
missed; or regularly deals with difficult, dull, or technical information.
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ReviewsReviews

This ebook is fantastic. It is actually writter in straightforward terms rather than hard to understand. Its been designed in an extremely straightforward
way and it is merely soon after i finished reading through this ebook through which in fact modified me, alter the way i really believe.
-- Justice Wilderman-- Justice Wilderman

This publication is very gripping and interesting. We have go through and so i am confident that i am going to planning to read through yet again again in
the foreseeable future. You are going to like how the blogger write this ebook.
-- Dr. Thaddeus Turner PhD-- Dr. Thaddeus Turner PhD
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