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The British National Bibliography
Coaching is aimed at improving performance at work. This is done by turning the
activities people do into learning situations, in a planned way and under guidance.
The Coaching Pocketbook defines the coach's role and explains how coaching
differs from the other 'helping skills' of advising, instructing, counselling and
mentoring. There are four key stages to coaching, namely assessing current
performance levels, setting outcomes for learning, agreeing tactics/initiating
action, and giving feedback. The author explains each stage and then moves on to
summarise the various skills required. Next, the opportunities for coaching and the
potential pitfalls are highlighted. A checklist and a case study end the Pocketbook
on a practical note. "Encapsulated my belief in the potential of people and showed
me how to translate this into appropriate action" "For UK plc to win a global
marketplace it is essential for managers and leaders to understand learning and to
develop coaching skills. This pocketbook provides a very readable insight into
understanding the challenge." "An amazing amount of ground has been covered in
this little book - it unravels a complex subject in a very practical and easy to
understand format."

Performance Management Pocketbook
This pocketbook is a practical guide to helping dyslexic students overcome their
learning barriers and unlock their potential. It provides an outline of what dyslexia
is; ways to recognise 'at risk' signs; information about learning profiles of dyslexic
students; suggested solutions; how to improve the performance of dyslexic
students and pointers to further resources. The book starts by defining dyslexia
and then moves on to consider the benefits of multi-sensory learning. Practical
tools and techniques are provided for reading, handwriting, spelling, maths,
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speaking & listening, music, study skills and organisation. There are chapters on
raising self-esteem and the 6 'Ls' (legibility, layout, language, links, large
picture/little chunks, let it settle and look again) and on the different theories and
practices currently in use. A former primary school teacher, author Julie Bennett
has delivered training on dyslexia to a range of professionals, from early years
practitioners to Open University staff and students. She has mild dyslexia herself
and writes from first-hand experience, drawing on her work with children and
adults with specific learning difficulties "Full of nuggets of information that will help
teachers to understand their dyslexic pupils better, backed up with quality tips that
are easily applied to the classroom to create a better learning environment for
these pupils " "This inspirational book, which is engaging, informative and full of
brilliant ideas, provides a true and rare insight into aiding dyslexics in their
learning. It is an essential resource and I can't wait to try out many of the ideas in
the classroom! "

Construction Project Manager’s Pocket Book
According to management guru Peter Drucker, 'the enterprise that does not
innovate inevitably ages and declines'. The Creative Manager's Pocketbook is a
treasure-trove of techniques, tools and triggers that will help you produce creative
ideas. There are 10 ready-to-use techniques with such intriguing names as Nyaka,
Merlin, Eureka and Brainfaxing. In each case the author explains what the
technique is, in what way it can be used, how to apply it and what materials will be
required. Elsewhere the book looks at the different areas (e.g. product
development, customer service, efficiency) that can benefit from innovation and
how to 'sell' new and creative ideas. The numerous exercises, tests and quizzes
will keep you involved and help you discover just how creative you are.

Quantity Surveyor's Pocket Book
It's every new teacher's first concern and it's an area about which even the most
experienced teachers are never complacent - how to control their classes. This new
edition of the Teachers Pocketbooks top-selling title is a practical, authoritative
guide to creating calm classes and focused, co-operative students. The book starts
from the premise that teachers cannot control the behaviour of children; instead
they must seek to influence it. Teachers are most effective in managing behaviour
when they focus on antecedents and consequences. This means building
relationships and using preventative strategies followed by consistent use of
logical consequences. The book covers different styles of behaviour management;
getting the basics right; eight core principles and a ten-step discipline plan. A
section entitled developing the toolkit offers a broad range of strategies for
teachers to use. All are explained in practical, classroom terms with examples of
phrases to use for maximum effectiveness. Underpinning the repertoire of
techniques is a strong framework: the 4Rs rights, responsibilities, rules and
routines. Liberal use of cartoons, diagrams, mnemonics and other visual devices
reinforce the message and fast-track understanding. "An invaluable guide for all
adults who work with children. This book will change the way you think and act in
the classroom and should be compulsory reading." Tim Plumb, Head Teacher,
Woolwich Polytechnic School "A fantastic read. Buy copies for your staff this year they'll become more effective by using the approaches outlined in this book."
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Sarah Skinner, Head, Claydon High School "Provides realistic and effective
strategies to empower all teachers to create and establish a positive learning
environment for all. I recommend it." Teresa Copeland, Assistant Principal, Strood
Academy

Forthcoming Books
Leadership and the New Science
This book is for managers who care about their people and want to succeed
through them and with them. It provides a clear understanding of performance
management and practical tips and techniques to think about issues such as:
communicating the organisational goals ; setting clear objectives ; understanding
the impact of your own style ;

Leadership Pocketbook
This handy pocketbook looks at the reasons for non-assertive behaviour and the
differences between assertive, aggressive and passive behaviour. It contains
advice on how to overcome self-defeating beliefs and how to deal with recurring
problems. "Will appeal to anyone in human resources or management training. It is
successful in keeping jargon to a minimum without loss of precision. The concepts
are immediately relevant, and each page will offer you a new idea, a new skill or a
new way to look at a situation."Louise Campbell, Associate Director, Human
Resources, Societe Generale Australia Ltd. "This pocketbook provides at a glance
the skills required for a lifetime."Tracey Luscombe, Human Resource Manager,
Manchester Unity Friendly Society in NSW

Mastering Management 2.0
This well-known and highly respected textboook has been rigorously revised and
updated to reflect the changes in both midwifery education and practice.

Emotional Intelligence Pocketbook
The author explains self-managed development and the reasons for its uptake by
many organizations as they incorporate it into their human resource and training
departments. She provides tools, tips and techniques to take advantage of its
benefits.

Emotional Intelligence Pocketbook
Construction project management requires a broad range of knowledge, from
technical expertise to leadership, negotiation, team building and communication.
This practical no–nonsense guide covers all of the essentials of the role, including:
Pre-construction activities Design management and BIM Procurement Feasibility
studies Environmental management systems People skills Recommended
document formats Occupancy activities Construction project management
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activities are tackled in the order they occur on real projects, with reference made
to the RIBA Plan of Work and OGC Gateway process throughout. This is the ideal
concise reference which no project manager, construction manager, or quantity
surveyor should be without.

Dyslexia Pocketbook
A bestseller--more than 300,000 copies sold, translated into seventeen languages,
and featured in the Los Angeles Times, Washington Post, Miami Herald, Harvard
Business Review, Fast Company, and Fortune; Shows how discoveries in quantum
physics, biology, and chaos theory enable us to deal successfully with change and
uncertainty in our organizations and our lives; Includes a new chapter on how the
new sciences can help us understand and cope with some of the major social
challenges of our times We live in a time of chaos, rich in potential for new
possibilities. A new world is being born. We need new ideas, new ways of seeing,
and new relationships to help us now. New science--the new discoveries in biology,
chaos theory, and quantum physics that are changing our understanding of how
the world works--offers this guidance. It describes a world where chaos is natural,
where order exists ''for free.'' It displays the intricate webs of cooperation that
connect us. It assures us that life seeks order, but uses messes to get there.
Leadership and the New Science is the bestselling, most acclaimed, and most
influential guide to applying the new science to organizations and management. In
it, Wheatley describes how the new science radically alters our understanding of
the world, and how it can teach us to live and work well together in these chaotic
times. It will teach you how to move with greater certainty and easier grace into
the new forms of organizations and communities that are taking shape.

Change Management Pocket Guide
Change Management Handbook: This handbook contains over fifty concepts,
models, figures, assessments, tools, templates, checklists, plans, a roadmap and
glossary structured around the ten-step a2B Change Management Framework®
each with a practical case study. About this Book: This handbook is for growth
mindset leaders, senior managers, students, HR professionals and change
management practitioners who want to deliver organisational change while their
organisation continues with day-to-day operations. Leadership of Change® Volume
3 is based on over thirty years of experience implementing change, transformation
and improvements into some of the world’s largest and most successful
organisations across many countries and cultures. It provides deep insights into
change programme delivery using the a2B Change Management Framework®. It
starts by aligning the change with the organisation’s strategy and vision, moving
through to successfully closing and sustaining the change. It covers ten key
change management implementation concepts in detail, which include
sponsorship, change history, communication, change planning, readiness,
resistance, developing the new skills and behaviours, as well as adoption. It also
includes the AUILM® Employee Change Adoption Model and the a2B5R®
Employee Behaviour Change Model. Other Leadership of Change® Volumes:
Leadership of Change® Volumes: The volumes in this series are intended to be
leading practice in organisational change management and implementation, which
supports strategy execution. Volume 1 – Change Management Fables Volume 2 Page 4/15
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a2B Change Management Pocket Guide Change Management Fables: Ten fables
about the leadership paradox of implementing organisational change management
versus delivering normal day-to-day operations. About this Book: Leaders go about
their daily task of implementing the organisation’s strategy to deliver financial
results. All of a sudden there is a change explosion that disrupts normal day-to-day
operations. This is the leadership paradox: implementing change versus delivering
day-to-day operations. Leaders then need to adjust their focus to implement the
change, so that the organisation stays ahead of the competition and continues to
deliver revenue to its shareholders. That means the change has to ensure a return
on investment, full employee change adoption, and sustainable change.
Leadership of Change® Volume 1 represents the author’s experiences throughout
his career, it, provides ten practical stories of typical and consistent change
management challenges that organisations and leaders experience when
implementing organisation change, transitioning their organisation from the
current ‘a’ state to the future ‘B’ state. Potential solutions are introduced which are
developed in Volumes 2 and 3. This book includes illustrations as well as the a2B
Change Management Framework®(a2BCMF®), the AUILM® Employee Change
Adoption Model and the a2B5R® Employee Behaviour Change Model. Change
Management Pocket Guide: This pocket guide contains over thirty concepts,
models, figures, assessments, tools, templates, checklists, plans, a roadmap and
glossary structured around the ten-step a2B Change Management Framework®.
About this Book: This pocket guide is a practical, hands-on guide built around the
a2B Change Management Framework® (a2BCMF®) with over thirty models, tool
and change concepts. It is designed to support change practitioners delivering
hands-on organisational change. The pocket guide supports a programme
approach to organisational change, starting with ‘change definition’ (strategy
alignment) and moving through to ‘closing and sustain’ the change. The ten-step
a2BCMF® is supported by over thirty concepts, a change adoption model, a
behavioural change model, figures, assessments, tools, templates, checklists and
plans, as well as a roadmap and glossary. It covers the key change management
concepts such as sponsorship, communications, readiness, resistance and
adoption. The assessments provide valuable input on whether the team should
progress from one critical a2BCMF® step to the next.

The Leader In You
This pocket book contains up-to-date clinical guidelines, based on available
published evidence by subject experts, for both inpatient and outpatient care in
small hospitals where basic laboratory facilities and essential drugs and
inexpensive medicines are available. It is for use by doctors, senior nurses and
other senior health workers who are responsible for the care of young children at
the first referral level in developing countries. In some settings, these guidelines
can be used in the larger health centres where a small number of sick children can
be admitted for inpatient care.

Maye's Midwifery
This practical guide for supervisors and managers discusses contemporary
leadership responsibilities, and goes on to specifically describe the steps and skills
needed to successfully apply 14 leadership competencies including: Leading
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organization change, managing time, coaching, creating a motivativing
environment and more.

Coaching Pocketbook
Essays on management education, management literature and an A-Z of key terms
plus appendices of recommended reading.

Change Management Handbook
Written for leaders at all levels - strategic, organisational and team level - the
Leadership Pocketbook explains how to inspire, influence, deal with change and
achieve objectives. Illustrated throughout, the book adopts a practical approach,
setting out the principles of leadership, the role of the leader, the skills required for
effective leadership and the key challenges facing leaders in today's business
environment. This 2nd edition sees the addition of a new section about leaders and
social responsibility. "Contemporary business leaders must be aware of the major
forces shaping society today and understand how their organisations need to
respond and contribute to these challenges", author Fiona Dent writes. She is
Director of Faculty Development at Ashridge where she is also Programme Director
for the Influencing Strategies and Skills Programme. A focus of the book, described
by the author as 'perhaps the most necessary skill for any leader', is selfawareness - to know yourself, to realise what your leadership strengths and
weaknesses are and when you must continue to develop. "With admirable clarity,
Fiona Dent distils the salient leadership issues and skills. Every potential leader
and every leader with potential should find a place for this book in their pocket or
bag." Philip Hodgson, Director of Leadership Programmes, Ashridge "A practical,
easy to use guide for all levels of leadership. It covers a broad range of topics in
sufficient detail to make it usable both for fresh learning and for reference."
Richard Nicholson, Management Development Manager, Novartis Pharmaceuticals
UK Ltd

Creative Manager's Pocketbook
The underlying current of this book is helping managers and leaders to move the
needle - transforming disengaged workers to motivated employees, shifting doubt
into efficacy, and progressing from management to leadership.

Facilitator's Pocketbook
Leadership of Change Volume 1: Change Management Fables Change Management
Fables: Ten fables about the leadership paradox of implementing organisational
change management versus delivering normal day-to-day operations. About this
Book: Leaders go about their daily task of implementing the organisation’s strategy
to deliver financial results. All of a sudden there is a change explosion that disrupts
normal day-to-day operations. This is the leadership paradox: implementing
change versus delivering day-to-day operations. Leaders then need to adjust their
focus to implement the change, so that the organisation stays ahead of the
competition and continues to deliver revenue to its shareholders. That means the
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change has to ensure a return on investment, full employee change adoption, and
sustainable change. Leadership of Change® Volume 1 represents the author’s
experiences throughout his career, it, provides ten practical stories of typical and
consistent change management challenges that organisations and leaders
experience when implementing organisation change, transitioning their
organisation from the current ‘a’ state to the future ‘B’ state. Potential solutions
are introduced which are developed in Volumes 2 and 3. This book includes
illustrations as well as the a2B Change Management Framework® (a2BCMF®), the
AUILM® Employee Change Adoption Model and the a2B5R® Employee Behaviour
Change Model. Other Leadership of Change® Volumes: Volume 2 - a2B Change
Management Pocket Guides Volume 3 – Change Management Handbook The
volumes in this series are intended to be leading practice in organisational change
management and implementation, which supports strategy execution. They are
based on the author’s work, with over thirty years of organisational change
implementation, transformation, and business improvement experience in over
twenty countries. Volume 1 shares change management challenges and
experiences told through ten short fables that are based in some way on the
author’s work experience. Volume 2 is the a2B Change Management Pocket Guide
that is practical, hands-on and provides a framework, concepts, models and
techniques to help employees with change implementation. Volume 3 is the a2B
Change Management Handbook which provides many more concepts and much
more detail than contained within the Pocket Guide. Change Management Pocket
Guide: This pocket guide contains over thirty concepts, models, figures,
assessments, tools, templates, checklists, plans, a roadmap and glossary
structured around the ten-step a2B Change Management Framework®. About this
Book: This pocket guide is a practical, hands-on guide built around the a2B Change
Management Framework® (a2BCMF®) with over thirty models, tool and change
concepts. It is designed to support change practitioners delivering hands-on
organisational change. The pocket guide supports a programme approach to
organisational change, starting with ‘change definition’ (strategy alignment) and
moving through to ‘closing and sustain’ the change. The ten-step a2BCMF® is
supported by over thirty concepts, a change adoption model, a behavioural change
model, figures, assessments, tools, templates, checklists and plans, as well as a
roadmap and glossary. It covers the key change management concepts such as
sponsorship, communications, readiness, resistance and adoption. The
assessments provide valuable input on whether the team should progress from one
critical a2BCMF® step to the next. Change Management Handbook: This handbook
contains over fifty concepts, models, figures, assessments, tools, templates,
checklists, plans, a roadmap and glossary structured around the ten-step a2B
Change Management Framework® each with a practical case study. About this
Book: This handbook is for growth mindset leaders, senior managers, students, HR
professionals and change management practitioners who want to deliver
organisational change while their organisation continues with day-to-day
operations. The Leadership of Change Volume 3 is based on over thirty years of
experience implementing change, transformation and improvements into some of
the world’s largest and most successful organisations across many countries and
cultures. It provides deep insights into change programme delivery using the a2B
Change Management Framework®. It starts by aligning the change with the
organisation’s strategy and vision, moving through to successfully closing and
sustaining the change. It covers ten key change management implementation
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concepts in detail, which include sponsorship, change history, communication,
change planning, readiness, resistance, developing the new skills and behaviours,
as well as adoption. It also includes the AUILM® Employee Change Adoption Model
and the a2B5R® Employee Behaviour Change Model.

Made to Lead
Management Models Pocketbook
Project Management Leadership is a comprehensive guide to the human factors
involved in Project Management, in particular the leadership skills required to
ensure successful implementation of current best practice. It provides the latest
insights on team building, motivation, collaboration, and networking skills, and the
way these can be harnessed to manage a successful project. Exercises and worked
examples are provided throughout.

Talent Management Pocketbook
"Easy on the eye with humorous illustrations, this little book teaches us about
ourselves and the huge role our emotions play. It is a great size for dipping in and
out of, hitting the spot on every scenario. The book is broken down into clear
sections, firstly identifying EI, then advising how to develop your own EI, complete
with informative teachings on how to achieve this. Who would benefit from reading
this book? A shorter list would be who wouldn't, as it is for managers, team leaders
and team players alike. Many of the scenarios can even be adapted to life outside
the work place as it is all about developing your personality. Without giving too
much away, this little book teaches you how to turn negatives into positives and
how to get the best out of ourselves and others. It can grow self-esteem and
confidence in yourself and those around you." "Margaret Chapman has packed a
great deal of wisdom into this small package. Unusually, she tells us not only what
Emotional Intelligence is but also how it can be practically developed. Read this
book, put some of its ideas into practice, and that could change your life." Michael
Chaskalson, CEO, Mindfulness Works Ltd. "Insightful - outlines how to develop the
skills that will ensure you can influence outcomes and get more of what you want,
while bringing others with you." Gladeana McMahon, Chair, Association for
Coaching UK.

Communicator's Pocketbook
In the Emotional Intelligence Pocketbook - now in its secondedition - author
Margaret Chapman, coaching psychologist andcoach-supervisor, demystifies a
complex subject thathitherto has only been covered by academic,
heavyweightliterature. The book takes readers through each of the fivesteps to
attaining EI and describes how organisations

Impact & Presence
Managing people is tough, but it doesn't have to be so hard! Leading and
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managing comes more easily to some than others, but anyone can improveagency leaders are made, not born.In this book, you'll learn concrete tips to make
your work easier when you lead marketing and creative teams.

Change Management Fables
The Pocket Book is for use by doctors nurses and other health workers who are
responsible for the care of young children at the first level referral hospitals. This
second edition is based on evidence from several WHO updated and published
clinical guidelines. It is for use in both inpatient and outpatient care in small
hospitals with basic laboratory facilities and essential medicines. In some settings
these guidelines can be used in any facilities where sick children are admitted for
inpatient care. The Pocket Book is one of a series of documents and tools that
support the Integrated Managem.

Pocket Book of Hospital Care for Children
Performance Management is about getting results, getting the best from people
and helping them to achieve their potential. Employee engagement has an
important role to play in this, it is about the emotional commitment to the
organisation and its goals. In this second edition of the Performance Management
Pocketbook, readers will find plenty of tips and techniques to enhance their
performance in the following areas: leading others to achieve results;
understanding the impact of their own style; engaging and motivating others;
creating high performance teams; setting clear objectives; managing performance
difficulties and coaching and delegating effectively. The book contains illustrative
case studies and each chapter has a helpful review and actions section. The author
Pam Jones is a member of the Ashridge Business School open programme
management team. Her responsibilities cover a suite of programmes
encompassing performance management, influencing and general management
skills. "In an ever-demanding and competitive world, OK and average simply aren't
enough - performance matters. If you want to get the best out of your people, then
this book is packed with advice and ideas on how to do that." Lydia Hatley,
Leadership Change Manager, Argos "Very useful - a practical and comprehensive
guide for all leaders who truly value their team." Claire Dobbs, Managing Director,
Havas Life London.

Pocket Book of Hospital Care for Children
Many studies have shown that emotional intelligence is a key determinant of
success in the workplace. This is the only book available on emotional intelligence
for project managers. Clearly and simply, it shows project managers how to apply
EI to their project goals. It contains easy-to-use checklists and self-assessments
that can be applied to any project. It shows readers how to: set the tone and
direction for the project improve listening skills motivate, coach, and mentor team
members productively handle stress, criticism, and blame create a positive work
environment and more.

Project Management Leadership
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tips tools and techniques on how to create 'brand you'

The Managers Pocket Guide to Leadership Skills
Mastering Management 2.0 is a collection of the best writing from leading business
thinkers at the world's top businesses and business schools in one stimulating and
manageable collection.

Extreme Ownership
Being an effective communicator is hard work, but it is the single most important
part of a manager's role. Many of us think we are good at it - it's all those people
who don't listen who are the problem! The Communicator's Pocketbook covers the
dynamics of communication, how to be effective, likely barriers, styles of
communication and technology at work. The book concludes with a series of
checklists that will enable you to take stock of your communications skills and
shortcomings and to put these into context at both an organisational level and a
group or team level.

The Leader's Pocket Guide
The 'facilitraining rainbow' won't lead you to a pot of gold but it will enable you to
decide on the most suitable approach for your next facilitation session. This
innovative decision-making model is central to The Facilitator's Pocketbook - a
comprehensive guide covering all stages of facilitation, from planning through to
implementation. Interpersonal skills (including attitudes and values) and session
skills (including energising and problem solving) are dealt with at length. This
second edition contains significant new material, notably the addition of a detailed
case study and examples of six typical facilitation sessions. "John and Paul provide
a quick route to a practical understanding of facilitation. This book should be
compulsory reading for all managers handling change." Teresa Kilmartin, Executive
Manager Training & Development, Irish Life Assurance plc "This book is the perfect
illustration of what facilitation is all about - making things easy. Reflecting on the
methods, skills and techniques described, it is easy to understand what it takes to
become a skilled facilitator. Read it and you will undoubtedly do it better and get
better results!" Karin Priarollo, Director, Human Resources, Novartis Consumer
Health

Project Management Pocketbook
Before you can lead others, you must learn to lead yourself. Yet those tasked with
leadership roles must discover what their people-and their companies-respond to
as they go. The Leader's Pocket Guide provides readers with concise, on-the-job
expertise to inspire and direct them on their professional journey. Organized into
three easy-reference sections-Self, Colleagues, and Organization-the book supplies
readers with tactical tips on how to: * Deliver Inspiration * Demonstrate character *
Develop confidence * Communicate with authority * Think critically * Foster
innovation * Connect with others * Resolve conflicts * Add buzz to their leadership
brand * Coach for development * Recognize achievement * Instill company-wide
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purpose * Deal with adversity Augmented by up-to-date research on the role of
leaders and the expectations followers have for them, this pithy, powerful, and
portable guide contains energizing action tips, self-assessments, and "Think About"
sections to spur readers on to reach continuously greater heights of leadership
excellence.

Construction Project Manager’s Pocket Book
The second edition of the Construction Project Manager’s Pocket Book maintains its
coverage of a broad range of project management skills, from technical expertise
to leadership, negotiation, team building and communication. However, this new
edition has been updated to include: revisions to the CDM regulations, changes to
the standard forms of contract and other documentation used by the project
manager, the impact of BIM and emerging technologies, implications of Brexit on
EU public procurement, other new procurement trends, and ethics and the project
manager. Construction project management activities are tackled in the order they
occur on real projects, with reference made to the RIBA Plan of Work throughout.
This is the ideal concise reference which no project manager, construction
manager, architect or quantity surveyor should be without.

Emotional Intelligence for Project Managers
Change Management Pocket Guide: This pocket guide contains over thirty
concepts, models, figures, assessments, tools, templates, checklists, plans, a
roadmap and glossary structured around the ten-step a2B Change Management
Framework®. About this Book: This pocket guide is a practical, hands-on guide
built around the a2B Change Management Framework® (a2BCMF®) with over
thirty models, tool and change concepts. It is designed to support change
practitioners delivering hands-on organisational change. The pocket guide supports
a programme approach to organisational change, starting with ‘change definition’
(strategy alignment) and moving through to ‘closing and sustain’ the change. The
ten-step a2BCMF® is supported by over thirty concepts, a change adoption model,
a behavioural change model, figures, assessments, tools, templates, checklists and
plans, as well as a roadmap and glossary. It covers the key change management
concepts such as sponsorship, communications, readiness, resistance and
adoption. The assessments provide valuable input on whether the team should
progress from one critical a2BCMF® step to the next. Other Leadership of
Change® Volumes: Leadership of Change Volumes: The volumes in this series are
intended to be leading practice in organisational change management and
implementation, which supports strategy execution. Volume 1 – Change
Management Fables Volume 3 - a2B Change Management Handbook Change
Management Fables: Ten fables about the leadership paradox of implementing
organisational change management versus delivering normal day-to-day
operations. About this Book: Leaders go about their daily task of implementing the
organisation’s strategy to deliver financial results. All of a sudden there is a change
explosion that disrupts normal day-to-day operations. This is the leadership
paradox: implementing change versus delivering day-to-day operations. Leaders
then need to adjust their focus to implement the change, so that the organisation
stays ahead of the competition and continues to deliver revenue to its
shareholders Change Management Handbook: This handbook contains over fifty
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concepts, models, figures, assessments, tools, templates, checklists, plans, a
roadmap and glossary structured around the ten-step a2B Change Management
Framework® each with a practical case study. About this Book: This handbook is
for growth mindset leaders, senior managers, students, HR professionals and
change management practitioners who want to deliver organisational change while
their organisation continues with day-to-day operations.

Management and Leadership
Learn the proven, time-tested human relations principles from Dale Carnegie
Training and discover how bring creativity, enthusiasm, and productivity to your
job. With insights from leading figures in the corporate, entertainment, sports,
academic, and political arenas, this comprehensive, step-by-step guide includes
strategies to help you excel in your career. Featuring many useful, life-changing
lessons including how to identify your leadership strengths; achieve your goals and
increase your self-confidence; eliminate an “us vs. them” mentality; become a
team player and strengthen cooperation among associates; balance work and
leisure; control your worries; and energize your life, The Leader in You proves that
the most important investment you will ever make is in yourself.

Assertiveness Pocketbook
The Project Management Pocketbook is a practical, step-by-step guide to managing
a project through to completion. It looks at each key stage and identifies the
management techniques that can be applied. From objective-setting through to
implementation, the book stresses the importance of good communication,
teamworking and influencing skills. All too often, books on this subject cover the
process of project management and not the people aspects. This Pocketbook
addresses both. "Project management requires a multitude of skills - from vision
and planning, to monitoring, communication, leadership and, of course, delivery.
This pocketbook pulls together best practice from these diverse areas into one
simple, easy-to-read booklet. Refreshingly, it has been written from a general
business perspective (rather than I.T.), and is therefore applicable to anyone
managing change."Adrian Guttridge, Vice President UK & Ireland, EDS "A lively
guide based on real events that any of us may encounter in our everyday life at
work or (as I found out after reading this) at home."Johann de Waal, Director,
International SOS Insurance Services Ltd

Behaviour Management Pocketbook
An updated edition of the blockbuster bestselling leadership book that took
America and the world by storm, two U.S. Navy SEAL officers who led the most
highly decorated special operations unit of the Iraq War demonstrate how to apply
powerful leadership principles from the battlefield to business and life. Sent to the
most violent battlefield in Iraq, Jocko Willink and Leif Babin’s SEAL task unit faced a
seemingly impossible mission: help U.S. forces secure Ramadi, a city deemed “all
but lost.” In gripping firsthand accounts of heroism, tragic loss, and hard-won
victories in SEAL Team Three’s Task Unit Bruiser, they learned that leadership—at
every level—is the most important factor in whether a team succeeds or fails.
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Willink and Babin returned home from deployment and instituted SEAL leadership
training that helped forge the next generation of SEAL leaders. After departing the
SEAL Teams, they launched Echelon Front, a company that teaches these same
leadership principles to businesses and organizations. From promising startups to
Fortune 500 companies, Babin and Willink have helped scores of clients across a
broad range of industries build their own high-performance teams and dominate
their battlefields. Now, detailing the mind-set and principles that enable SEAL units
to accomplish the most difficult missions in combat, Extreme Ownership shows
how to apply them to any team, family or organization. Each chapter focuses on a
specific topic such as Cover and Move, Decentralized Command, and Leading Up
the Chain, explaining what they are, why they are important, and how to
implement them in any leadership environment. A compelling narrative with
powerful instruction and direct application, Extreme Ownership revolutionizes
business management and challenges leaders everywhere to fulfill their ultimate
purpose: lead and win.

Pocket MBA
The third edition of the Quantity Surveyor’s Pocket Book has been updated in line
with NRM1, NRM2 and NRM3, and remains a must-have guide for students and
qualified practitioners. Its focused coverage of the data, techniques and skills
essential to the quantity surveying role makes it an invaluable companion for
everything from initial cost advice to the final account stage. Key features and
updates included in this new edition: an up-to-date analysis of NRM1, 2 and 3;
measurement and estimating examples in NRM2 format; changes in procurement
practice; changes in professional development, guidance notes and schemes of
work; the increased use of NEC3 form of contract; the impact of BIM. This text
includes recommended formats for cost plans, developer’s budgets, financial
reports, financial statements and final accounts. This is the ideal concise reference
for quantity surveyors, project and commercial managers, and students of any of
the above.

Performance Management Pocketbook
This text is rich in practical advice and guidance and addresses key areas such as
setting and achieving goals and objectives, decision making and problem solving,
creative and innovative thinking, self-development, and much more."

Self-Managed Development
Models that explain what happened, that predict what will happen and that reveal
how to get results are described in The Management Models Pocketbook - a
practical resource for trainers, coaches and facilitators, and a ready-reference for
managers. The range of models described, 10 in total, includes John Adair’s action
centred leadership model, Bruce Tuckman’s team development and behaviour
model, Eric Berne’s parent-adult-child theory of transactional analysis and John
Boyd’s OODA decision-making model. There are models too covering delegation,
motivation and communications. For each model described, author Mike Clayton
outlines the problem that the model addresses, explains how it works (first an
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overview followed by a more detailed explanation) and uses examples to
demonstrate how it works in practice. A diagrammatic view of each model and
references to related models add to the practical approach. According to the 5-star
review on Amazon: 'This is a brilliant book. The author has clearly and simply
explained the models and how they apply to everyday business. A must for every
training professional.'

The John Adair Handbook of Management and Leadership
p>How to find, keep and get the best from the people who can make an enterprise
thrive is the subject of the Talent Management Pocketbook, now in its 2nd edition.
It features checklists and self-assessment tools to gauge current talent
management strategy and pinpoint where improvements can be made. Included
too are examples of outstanding talent management practices. How do you judge
with confidence that someone will succeed in a bigger role? The book describes
how the ‘potential profiler’ can help identify potential talent in the key
performance areas. It is one of several helpful models described. Blending talent in
order to build talented teams is another focus of this illustrated pocketbook. It
deals with its subject in clear, concise terms with the emphasis on providing
practical solutions. The Talent Management Pocketbook has been written for
trainers, HR and recruitment professionals, and for line managers with
responsibility for retaining and developing talented team members.
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