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If you are a new manager, you know that stepping onto the management career ladder means added responsibilities, heavy workloads, new business challenges, and high expectations. These certainties, combined with little training or formal management education, can make for dramatic workplace pitfalls.

This essential go-to reference is designed for newly hired, first-time managers, or those promoted from within—as well as for experienced managers in search of a refresher on basic management skills—who want to prepare themselves to succeed in their current role and position themselves for future career growth. Florence Stone, a 30-year veteran of the American Management Association, shares realistic advice, skill-building techniques, and tools that can spell the difference between success and failure—from the basics of planning, budgeting, and tracking, to communication and listening skills, leadership, change management, and work-life balance issues. Managers can learn to:

	Boost confidence while lowering stress related to new duties.
	Improve personal performance and job satisfaction.
	Improve team productivity.
	Demonstrate skills, abilities, and knowledge expected by upper level managers and executives.
	Grow professionally.


Special interactive sections include self-assessment tests to measure knowledge and attitudes, checklists to ensure no action is left hanging, and stories of management blunders demonstrating that others have been down the same road. This is the complete one-stop resource for managers committed to succeed.

 About the Author 

Florence Stone is currently editorial director of the American Management Association’s (AMA) Web sites and manages the organization’s quarterly journal, MWorld. A visible and respected leader in management circles, Stone is also a member of the certification review board of the Association of Professionals in Business Management. She is a popular speaker on management topics and a regular contributor to a variety of business publications, and she has authored 15 business books, including profiles of high-visibility business leaders such as The Oracle of Oracle (on Larry Ellison) and Business the Amazon.Com Way (on Jeff Bezos).
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By the Skin of Our Teeth: The Art and Design of Morning BreathDey Street Books, 2017

	A beautifully designed visual history of Morning Breath, Inc., the Brooklyn-based boutique design studio whose collaborators include renowned musical artists (from Jay Z to the Foo Fighters) as well as such top brands as Vans and Adidas.


	In 1996 while working at the in-house design department at Think...
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Oracle Procure-to-Pay Guide (Osborne ORACLE Press Series)McGraw-Hill, 2009
Some of the greatest technological advancements in business have been made in the procure-to-pay processes, not only in automation, but also in connectivity between the supplier and the purchaser. As with all areas, when technology steps in and automates the processes, the steps required to perform the automation are swept away, where they linger,...
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Realistic Architectural Visualization with 3ds Max and mental ray, Second EditionFocal Press, 2009

	Revitalize your architectural visualizations by bringing new levels of realism to them with an enhanced command of the mental ray toolset in 3ds Max. Full-color step-by-step tutorials give you a firm understanding of the processes and techniques needed to create impressive interior and exterior visualizations. You'll learn how to prepare...
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Dynamic HTML Weekend Crash CourseHungry Minds, 2001
Fifteen hours. With this book, that's all it takes for a Web designer to master the fundamentals of Dynamic HTML -- and start embellishing Web pages with animations, pop-up menus, rollovers, and more. The book presumes some knowledge of HTML, but no knowledge of the other chief components of DHTML, Cascading Style Sheets and JavaScript, which both...
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Chemical testing of textiles (Woodhead Publishing Series in Textiles)Woodhead Publishing, 2005

	It has long been my desire to contribute to a textbook that is solely devoted to the chemical analysis of textiles. Thus, when Woodhead Publishing contacted me about editing this book, I enthusiastically accepted the offer. Now, with the hard work of a team of contributors who are professors, material researchers and textile analysts from...
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Optimal Stochastic Control, Stochastic Target Problems, and Backward SDE (Fields Institute Monographs)Springer, 2012

	â€‹This book collects some recent developments in stochastic control theory with applications to financial mathematics. We first address standard stochastic control problems from the viewpoint of the recently developed weak dynamic programming principle. A special emphasis is put on the regularity issues and, in particular, on the behavior...
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