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Business Communication for Managers, 2/e - Payal Mehra
Communication has evolved over the years. Face-to-face interactions of
the past have given way to technology-driven channels of communication
in present times. Communication audit, crisis communication, financial
communication, communication beyond boundaries, and corporate
communication are the new buzzwords in the language of business. The
second edition of Business Communication for Managers, aimed at all
MBA students, begins by briefly analysing the various theories of
communication. It demonstrates methods of effective communication
through examples, real-life scenarios, and role-plays. It adopts a multidimensional and integrative approach to solve communication dilemmas
at the workplace and touches upon the thoughts related to attention,
perception, empathy, and professionalism
The Art of Creative Thinking - John Adair 2009-02-03
The Art of Creative Thinking provides clear, practical guidelines for
developing your powers as a creative thinker. Using examples of
entrepreneurs, authors, scientists and artists, John Adair illustrates a key
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aspect of creativity in each chapter. Stimulating and accessible, this book
will help you to understand the creative process, overcome barriers to
new ideas, learn to think effectively and develop a creative atttitude. It
will help you to become more confident in yourself as a creative person.
The Art of Creative Thinking gives you a fresh concept of creative
thinking and it will guide you in developing your full potential as a
creative thinker. New ideas are the seeds of new products and services,
and this book will open the door to them.
Transformation of Teaching-Learning Strategies in the Digital Era - R.
Sengamalam
The Blue Mutiny - Blair B. Kling 2016-11-11
This book is a volume in the Penn Press Anniversary Collection. To mark
its 125th anniversary in 2015, the University of Pennsylvania Press
rereleased more than 1,100 titles from Penn Press's distinguished
backlist from 1899-1999 that had fallen out of print. Spanning an entire
century, the Anniversary Collection offers peer-reviewed scholarship in a
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wide range of subject areas.
Success Through a Positive Mental Attitude - Napoleon Hill 2019-10-05
Your success, health, happiness, and wealth depend on how you make up
your mind! One side of your mind has positive mental attitude and the
other side has negative mental attitude. A positive attitude will naturally
attract the good and the beautiful. The negative attitude will rob you of
all that makes life worth living. By helping you recognize the important
person that you are and making you believe that you can change your
world, this book helps you discover and unleash the power of your
mental attitude.
Bridging the Soft Skills Gap - Bruce Tulgan 2015-09-15
Solve the number one problem with today's young workforce—the soft
skills gap The number one challenge with today's young talent is a
problem hiding in plain sight: the ever-widening soft skills gap. Today's
new, young workforce has so much to offer—new technical skills, new
ideas, new perspective, new energy. Yet too many of them are held back
because of their weak soft skills. Soft skills may be harder to define and
measure than hard skills, but they are just as critical. People get hired
because of their hard skills but get fired because of their soft skills.
Setting a good example or simply telling young workers they need to
improve isn't enough, nor is scolding them or pointing out their failings
in an annual review. However you can teach the missing basics to today's
young talent. Based on more than twenty years of research, Bruce
Tulgan, renowned expert on the millennial workforce, offers concrete
solutions to help managers teach the missing basics of professionalism,
critical thinking, and followership—complete with ninety-two step-bystep lesson plans designed to be highly flexible and easy to use. Tulgan's
research and proven approach has show that the key to teaching young
people the missing soft skills lies in breaking down critical soft skills into
their component parts, concentrating on one small component at a time,
with the help of a teaching-style manager. Almost all of the exercises can
be done in less than an hour within a team meeting or an extended oneon-one. The exercises are easily modified and customized and can be
used as take-home exercises for any individual or group, to guide one-onpersonality-development-and-soft-skills-by-barun-k-mitra-download

one discussions with direct-reports and in the classroom as written
exercises or group discussions. Managers—and their young
employees—will find themselves returning to their favorite exercises
over and over again. One exercise at a time, managers will build up the
most important soft skills of their new, young talent. These critical soft
skills can make the difference between mediocre and good, between
good and great, between great and one of a kind.
Soft Skill - Seema Gupta 2020-08
Soft skills are the personal character traits or qualities each of us has. In
other words, soft skills refer to a person's ability to relate to others, to
get him/her and others organised, to communicate in written, spoken or
other forms. Soft skills include psycho-social abilities and interpersonal
skills that help people take decisions, solve problems, think critically,
communicate effectively, build healthy relationships, demonstrate
qualities of leadership and team building, manage time effectively, and
cope with the stress and strain of life in a healthy and productive
manner. This book has been divided into two parts: Intrapersonal skills
and Interpersonal skills. Each part has 14 chapters. The uniqueness of
this book is that besides the knowledge imparted within a chapter, the
reader is encouraged to experience of an individual who has faced such a
situation through "Impressions" and "Quiz It" to check the understanding
of the chapter. This is an ideal book for developing soft skills in a person.
The modern organisations say; it is relatively easy to infuse hard
(technical skills in a person; soft skills takes years.
An Introduction to COMMUNICATION SKILLS AND
PERSONALITY DEVELOPMENT - DR.RAJASHEKHAR M YARBAGI
Social Justice through Multilingual Education - Tove SkutnabbKangas 2009-08-20
The principles for enabling children to become fully proficient
multilinguals through schooling are well known. Even so, most
indigenous/tribal, minority and marginalised children are not provided
with appropriate mother-tongue-based multilingual education (MLE) that
would enable them to succeed in school and society. In this book experts
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from around the world ask why this is, and show how it can be done. The
book discusses general principles and challenges in depth and presents
case studies from Canada and the USA, northern Europe, Peru, Africa,
India, Nepal and elsewhere in Asia. Analysis by leading scholars in the
field shows the importance of building on local experience. Sharing local
solutions globally can lead to better theory, and to action for more social
justice and equality through education.
Soft Skill - Sutapa Banerjee 2013-12-30
The present book endeavours to help students involved in business and
enterprises to enhance their communication skill. It covers syllabi of BBA
and MBA courses. Salient features: " Extensive research in vocabulary
enabling the students to enhance and enrich their communication skills
(both oral and written). " Guidance for writing business correspondence "
Power point presentation. " A large number of exercises, work sheets,
answers and clues. The book will be useful not only for BBA & MBA
students but also for those who want to have a first-hand knowledge of
business and professional communication
Complete Personality Development Course - 2016-01-06
Shri Surya Sinha has created complete personality development
programme by identifying the need of the modern time. Thus, he has
given benefit to numerous young men and women and many books,
which were written by him on the basis of his experiences, have become
bestsellers in the market. They have been translated into twelve-odd
languages too. In the presented book, he has thrown light on all those
human efforts related to personality development which convert a man
from ordinary to extraordinary. We believe that this book would convert
you from ordinary to extraordinary.
Negotiating For Dummies - Michael C. Donaldson 2011-04-18
People who can’t or won’t negotiate on their own behalf run the risk of
paying too much, earning too little, and always feeling like they’re
getting gypped. Negotiating For Dummies, Second, Edition offers tips
and strategies to help you become a more comfortable and effective
negotiator. And, it shows you negotiating can improve many of your
everyday transactions—everything from buying a car to upping your
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salary. Find out how to: Develop a negotiating style Map out the
opposition Set goals and limits Listen, then ask the right question
Interpret body language Say what you mean with crystal clarity Deal
with difficult people Push the pause button Close the deal Featuring new
information on re-negotiating, as well as online, phone, and international
negotiations, Negotiating for Dummies, Second Edition, helps you enter
any negotiation with confidence and come out feeling like a winner.
Personal Development for Life and Work - Ann Masters 2010-02-03
Personal Development for Life and Work 10e is an easy-to-read and easyto-use practical text focused on helping students better understand
themselves, discover their potential, and prepare for successful
employment. Chapter topics are all about gaining self-awareness,
developing soft skills and strong communication skills, and adopting
professional workplace attitudes and skills to succeed in the workplace.
The text is divided into four parts: 1) It's All About You; 2) It's All About
Communicating; 3) It's All About Working with Others; 4) It's All About
Workplace Success. Chapters are arranged in short sections that include
self-assessments, case studies, and activities that are appropriate for
both business and personal situations. Topics keep the reader's
attention; coverage is thorough without being overwhelming. End-ofchapter features includes Points to Remember, Key Terms, Bookmark It,
Activities, and Case Studies. Important Notice: Media content referenced
within the product description or the product text may not be available in
the ebook version.
Von Braun - Michael Neufeld 2017-04-12
Curator and space historian at the Smithsonian's National Air and Space
Museum delivers a brilliantly nuanced biography of controversial space
pioneer Wernher von Braun. Chief rocket engineer of the Third Reich
and one of the fathers of the U.S. space program, Wernher von Braun is
a source of consistent fascination. Glorified as a visionary and vilified as
a war criminal, he was a man of profound moral complexities, whose
intelligence and charisma were coupled with an enormous and, some
would say, blinding ambition. Based on new sources, Neufeld's biography
delivers a meticulously researched and authoritative portrait of the
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creator of the V-2 rocket and his times, detailing how he was a man
caught between morality and progress, between his dreams of the
heavens and the earthbound realities of his life.
The Ace Of Soft Skills: Attitude, Communication And Etiquette For
Success - Gopalaswamy Ramesh 2010-09
Our world is witnessing a major change in communication patterns, with
expanding social spheres, openness in communication and professionals
working in multicultural environments. It is crucial, therefore, that
India's workforce remains world-class, through re-training and
continuous improvement, to remain competent, competitive and
successful. To create and nurture successful professionals, the
acquisition, cultivation and fine-tuning of soft skills are highly essential
in the given business paradigm. The ACE of Soft Skills is a part of this
educational process that produces top-notch professionals. Divided into
three parts-Attitude, Communication and Etiquette-this unique book
provides a broad-based coverage of what constitute soft skills. The
foundations of soft skills lie in a strong attitude; this attitude gets
manifested as communication, which gets further refined as etiquette.
This book covers a wide range of topics-a gamut of nearly 40 essential
soft skills-including personal accountability, listening skills, business
proposals, and the role of small talk and humour at work. The numerous
case studies, cartoons, figures, tables and quotations not only offer an
insightful, practical and well-rounded perspective into soft skills, but also
make reading a joyful experience.
Soft Skills - K Alex 2009-07
This book Soft Skills is like a companion, guiding the students, young
men and women, at every step in the job market and corporate
personnel.Soft Skills have become absolutely essential, both for the
growth and success of an individual as well as the organization.
The Emotionally Intelligent Manager - David R. Caruso 2004-03-15
We have long been taught that emotions should be felt and expressed in
carefully controlled ways, and then only in certain environments and at
certain times. This is especially true when at work, particularly when
managing others. It is considered terribly unprofessional to express
personality-development-and-soft-skills-by-barun-k-mitra-download

emotion while on the job, and many of us believe that our biggest
mistakes and regrets are due to our reactions at those times when our
emotions get the better of us. David R. Caruso and Peter Salovey believe
that this view of emotion is not correct. The emotion centers of the brain,
they argue, are not relegated to a secondary place in our thinking and
reasoning, but instead are an integral part of what it means to think,
reason, and to be intelligent. In The Emotionally Intelligent Manager,
they show that emotion is not just important, but absolutely necessary
for us to make good decisions, take action to solve problems, cope with
change, and succeed. The authors detail a practical four-part hierarchy
of emotional skills: identifying emotions, using emotions to facilitate
thinking, understanding emotions, and managing emotions—and show
how we can measure, learn, and develop each skill and employ them in
an integrated way to solve our most difficult work-related problems.
Brilliant Communication Skills, Revised 1st Edition - Gill Hasson
2014
Annotation What does it take to be a successful communicator? Just
about every job requires excellent communication skills. To get ahead at
work you need to be able to express yourself clearly and understand the
feelings, needs and intentions of others. So how can you make sure other
people understand you and that you respond appropriately to other
people? Whether it's giving a presentation, getting your point across in a
meeting, or understanding the effects of body language, the proven tips
and techniques provided in this book will get you communicating more
effectively and successfully in no time * Explain yourself clearly, and get
your point across easily * Know what to say to help others open up to you
* Feel confident about communicating with a wide range of people.
Soft Skills - John Sonmez 2020-11
For most software developers, coding is the fun part. The hard bits are
dealing with clients, peers, and managers and staying productive,
achieving financial security, keeping yourself in shape, and finding true
love. This book is here to help. Soft Skills: The Software Developer's Life
Manual is a guide to a well-rounded, satisfying life as a technology
professional. In it, developer and life coach John Sonmez offers advice to
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developers on important subjects like career and productivity, personal
finance and investing, and even fitness and relationships. Arranged as a
collection of 71 short chapters, this fun listen invites you to dip in
wherever you like. A "Taking Action" section at the end of each chapter
tells you how to get quick results. Soft Skills will help make you a better
programmer, a more valuable employee, and a happier, healthier person.
Personality Development and Soft Skills - Barun Mitra 2012-04-24
This book aims to provide crucial insights into various facets of
developing one's personality, as well as to improve written, verbal, and
non-verbal communication skills. Special attention has been paid to the
specific needs of a job aspirant, such as writing of effective CVs,
participation in group discussions, tackling job interviews, and to hone
one's public speaking and speed-reading skills.
Developing Communication Skills - Krishna Mohan 2000-01-01
A comprehensive text based on the results of a scientific analysis of the
communication needs of professionals.
Business Communication for Success - Scott McLean 2010
31 Mantras For Personality Development - Abhishek Thakore
2002-05-03
The 31 practical tips and techniques in this book will teach you how to
live each moment, each hour and each day to the fullest. By the simple
expedient of making you follow one tip a day, each day the book takes
you one step closer to becoming a better, more successful, happy and
contented human being.
Personality Types - Don Richard Riso 1996-10-29
The definitive guide to using this ancient psychological system to gain
self-knowledge and achieve personal growth—now expanded and revised.
The Enneagram is an extraordinary framework for understanding more
about ourselves. No matter from which point of view we approach it, we
discover fresh conjunctions of new and old ideas. So writes Don Riso in
this expanded edition of his classic interpretation of the Enneagram, the
ancient psychological system used to understand the human personality.
In addition to updating the descriptions of the nine personality types,
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Personality Types, Revised greatly expands the accompanying guidelines
and, for the first time, uncovers the Core Dynamics, or Levels of
Development, within each type. This skeletal system provides far more
information about the inner tension and movements of the nine
personalities than has previously been published. This increased
specificity will allow therapists, social workers, personnel managers,
students of the Enneagram, and general readers alike to use it with much
greater precision as they unlock the secrets of self-understanding, and
thus self-transformation. “No Enneagram teachers I’ve come across offer
such a rich and dynamic picture of how each personality type expresses
itself in the world, and the process by which we can move through
progressive stages of psychological and spiritual growth.”—Tony
Schwartz, author of What Really Matters: Searching for Wisdom in
America
COMMUNICATION SKILLS FOR PROFESSIONALS, Second Edition KONAR, NIRA 2021-11-08
‘Communication Skills for Professionals’ is a time-tested book which aims
to equip students, academicians and professionals with all the necessary
skills to communicate effectively, so that they can thrive in this
competitive world. WHAT DOES THE BOOK CONTAIN This compact and
student friendly text is divided in several sections, and covers several
topics like Detailed section on Vocabulary. • Items of: grammar; verbs;
phrasal verbs; voices; tenses; transformation and synthesis of sentences.
• ‘Rectification of Grammatical Errors’ in order to identify and correct
errors. • Analysis of the 4 skills of Listening, Speaking, Reading and
Writing. • Skills of Technical Writing and Public Speaking. • Body
Language and Group Discussion. All these and more aims to make the
learner a winner, not only in his personal life, but also in his Professional
life. The book is easy to read and understand. Each point is illustrated
with examples from practical life. Even the grammar exercises and all
other activity-based questions have been skillfully designed and worked
out in Classrooms. WHAT IS NEW TO THIS EDITION • In the modern
business world where speed and ease of communication is very
important E-mails have become widely prevalent. An E-mail can even
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make or break a career. • Detailed discussions have been shared in this
Edition on how to write the perfect E-mail. • A completely new chapter
has been added on social media tools like LinkedIn, Facebook and
Twitter. Job seekers would learn how to upload their portfolios and
highlight their skills and achievements and connect with prospective
employers and collaborators. Book Reviews "I have been a regular user
of the book by Prof. Nira Konar and found it a very reliable resource. The
chapters on ‘Group Discussion and Body Language’ are particularly
helpful. Besides, the chapter on ‘Communication Theory’ has been
relevantly and effectively explained keeping in mind the needs of the
students. Overall, the book is very accessible by all levels of students. It
is a part of recommended reading for my students." - Nandini Mukherjee
Course Coordinator, Department of Communicative English, St. Xavier's
College, Kolkata "An extremely concise, lucidly written and readerfriendly book, that serves as a handy reference manual for all in-service
English language teachers of degree engineering colleges. The B.Tech
Communicative English syllabus has been closely followed, with detailed
sections on grammar, writing and comprehension. The chapters on
vocabulary take an insightful look at etymology, word origins, synonymy
and antonymy. Detailed word lists and practice exercises make the
section extremely helpful for practicing teachers. The sections on
grammar are fairly detailed, offering a thorough analysis of Verbs,
Tenses, Voice, Narration, Transformation of Sentences and Error
Correction. There are plenty of practice exercises for the teacher to
choose from. Reading skills are well discussed and technical writing is
given all the importance and predominance it usually occupies in any
course on technical communication. The section on report writing is
extremely useful as a guide for teachers for teaching students the
formatting and writing essentials in documenting reports. There is a
section on professional speaking too, which enriches the content of the
book. On the whole, the book is of continuing usefulness and relevance in
any technical English course and will be used by teachers and students
alike for many years to come." - Dr Indrajit Bose Assistant Professor of
English, GNIT, Kolkata "Dr. Konar's book acts as a comprehensive guide
personality-development-and-soft-skills-by-barun-k-mitra-download

to the students of professional, technical as well as basic courses to hone
their language skills. The language of the book is persuasive, fluid and
student-friendly which makes it useful even to the first generation
learners of English. The scope of this book extends from word-building to
report writing and covers almost all the thrust areas of language training
in a nutshell. Hence, it deserves a shelf-space in the library of any
institution." - Ayushman Banerjee, Assistant Professor in English, Haldia
Government College, Kolkata "This is one of the best books on
'Communication' available in the market. Dr. Nira Konar is a brand by
herself whenever English Language Teaching (ELT) comes into
discussion. This compact edition discusses in detail the various aspects of
language ranging from Vocabulary, Grammar, Syntax to effective
communication in business. The book gives a clear reading of LSRW
skills such as writing, reading, listening, and public speaking. It further
confers different means of effective communication, situational
dialogues, body language, and group discussions. The book follows the
present MAKAUT curriculum of English for B.Tech 1st year 2nd
Semester (HM-HU 201 & HM-HU 291) thoroughly. It not only gives an
overview of the Theory syllabus but also provides details of Language
Laboratory activities as well. “Communication Skills for Professionals”
enables the readers to express themselves clearly and communicate
effectively at the workplace. This book not only deals with the rudiments
of communication but also gives insights into the body language and
provides important tips on how to be successful at interviews and group
discussions. Primarily intended for students of engineering and
technology, the book will also be useful for Management students and
the students of all disciplines who want to acquire the skill in corporate
communication and excel in their respective professional areas." - Sohini
Datta Assistant Professor, Department of Management, IEM, Sector V,
Salt Lake, Kolkata "Easy and in-depth writing on the subject is the aim of
this book. The author has put in here the fruits of teaching the students
from the wide-ranging and first-hand knowledge of business speaking
and writing, and listening in a friendly way. It is enriched with extensive
references. On every page of the book the students will see how a
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simpler style of English is balanced with their need." - Dalia Sen
Assistant Professor, Bengal Institute of Technology (Under Techno India
Group), Kolkata
Communication Skills, Second Edition - Sanjay Kumar 2015-07-30
The book is divided into six sections covering all the aspects of the
subject, including basics of communication, English language, listening,
speaking, reading, and writing skills. Furthermore, topics such as role of
creative and critical thinking for effective communication, interculturalcommunication, developing extempore and story-telling skills,
and writing and giving instructions have been included in this revised
edition.Due to its exhaustive coverage and practical approach, this
textbook is suitable for both students and professionals.
A COURSE IN PHONETICS AND SPOKEN ENGLISH - J. SETHI
1999-01-01
This much improved revised edition of the book takes into account the
needs of the student in the context of the present curricula followed in
various universities and English language teaching institutes. This
edition therefore devotes a new chapter to Assimilation, a section to
Tones in relation to Attitudes, and highlights certain important aspects of
pronunciation, such as rules of word accentuation.Starting with general
phonetics, the book goes on to give a brief functional account of general
phonology and then a selective and yet fairly exhaustive description of
the phonetics and phonology of English. It also provides a number of
conversational passages in phonetic script as well as in ordinary spelling
for practice in reading aloud. What sets this text apart is its novelty of
approach and lucidity of treatment. English pronunciation is followed as
per the "Received Pronunciation of England". This text is specially
designed for postgraduate students of English, undergraduate and
postgraduate students of Linguistics, and for those undergoing
secondary and tertiary level teachers' training programmes in English.
Effective Technical Communication - Barun K. Mitra 2006
Effective Technical Communication is designed to serve as a practical
guide and useful resource for scientists, engineers, and researchers. It
addresses the need of practitioners engaged in the exchange of techincal
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information to effectively share their ideas with, and make impact on,
their peers. The book provides guidelines, technical conventions, and
graphical and visual aids for communicating effectively. It discusses the
use of scientific vocabulary and various forms of writing, starting from
simple forms such as paragraph and precis writing to more advanced
forms such as scientific and engineering reports and papers. Written in
an wasy-to-understand style, the text is supported with numerous
illustrative examples. The correct use of language, the dos and don'ts of
communication and the effective use of speech communication have also
been discussed in detail.
Body Language - Hedwig Lewis 2012-11-19
A command over body language has become an important skill in today's
world. It is the X-factor that completes the personalities of executives,
entertainers, politicians, celebrities, and many more. After the thumping
success of the previous edition of Body Language: A Guide for
Professionals, SAGE has come out with this exciting third edition. Since
the last edition of this book more than a decade ago, Internet and media
have brought renewed interest to non-verbal communication, particularly
to body language. The author has painstakingly combed through the
existing text and has extensively researched online resources to add new
insights to this edition, making it a cutting-edge reference on the subject.
Some of the significant new features of this edition are: - Latest
developments in the field of non-verbal communication - Extra details
that add greater depth, clarity and comprehensiveness to the text Modern-day observations of human behaviour and body-talk - Coverage
of typical Indian gestures where relevant - A new section on 'Body
Language in Sleep' - Additional practical tips and suggestions The reader
is also challenged with tests and practice sessions that help develop
special skills to interpret body language. With its various improvements,
this edition presents a systematic, in-depth, and comprehensive approach
to body language.
Operating System Concepts - Ekta Walia 2015
This is a revised edition of the eight years old popular book on operating
System Concepts. In Addition to its previous contents, the book details
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about operating system foe handheld devices like mobile platforms. It
also explains about upcoming operating systems with have interface in
various Indian language. In addition to solved exercises of individual
chapters, the revised version also presents a question bank of most
frequently asked questions and their solutions. Value addition has been
done in almost all the 14 chapters of the book.
Attitude is Everything - Jeff Keller 2012
The Hard Truth About Soft Skills - Peggy Klaus 2009-10-13
What's the hard truth? Soft skills get little respect but will make or break
your career. Master your soft skills and really get ahead at work!
Fortune 500 coach Peggy Klaus encounters individuals every day who
excel at their jobs but aren't getting where they want to go. It's rarely a
shortfall in technical expertise that limits their careers, but rather a
shortcoming in their social, communication, and self-management
behaviors. In The Hard Truth About Soft Skills Klaus delivers practical
tools and techniques for mastering soft skills across the career spectrum.
She shows how to: manage your workload handle the critics develop and
promote your personal brand navigate office politics lead the troops and
much more! Klaus reveals why soft skills are often ignored, while
bringing their importance to life in her trademark style—straightforward,
humorous, and motivating. Perfect for readers at all professional
stages—from those who are just starting out to seasoned executives—this
book is essential reading for anyone who wants to take his or her career
to the next level.
Soft Skills - Enhancing Employability - M. S. Rao 2013-12-30
This is a very timely book. With the world still reeling from the
aftershocks of the global credit crunch . Professor M.S Rao offers a
number of extremely useful maps to young people who need to navigate
the territory of creating their own success in organizational life. He also
offers practical help to the reader to develop the soft skills that are so
vital in developing effective working relationships. - Anne Gimson,
Managing Director, strategic Developments International Limited U.K.
and Editor, Development & Learning in Organization An international
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journal. Here is a book which fills a certain vacuum, Professor M.S. Rao
unravels the significance of soft skills and provides guidelines to acquire
them. A must-read book for all aspiring managers. Vinod K. Dikshit
Managing Editor Indian Edition, Leadership Excellence. The Direction in
which education starts a man will determine his future . Plato Currently
there is a wide chasm between the campus and the industry. There is
vast gap between the art and the craft. The book helps in connecting the
campus with the corporate by bridging the gap between the campus and
the industry and by blending both the art and the craft. It helps you
understand and appreciate both soft and hard skills. It differentiates
between unemployability and unemployment. It enlightens you about the
expectations of employers. It equips you with tools and techniques to
enhance your employability. Finally it builds your confidence and
competence to bag your coveted job. The book is divided into three
sections. Section I deals with various aspects of soft skills and what
constitutes soft skills. Section II outlines the current challenges in the
Indian educational system. Section III emphasizes on overcoming the
challenges. It unveils the secrets and strategies in enhancing
employability. The book concludes that an integrated and coordinated
approach by all the stakeholders such as educational institutions,
educators, students, recruiters and parents is essential in enhancing
employability among youth. The book is beneficial to all those who would
like to enhance their employability skills and also to educators,
employees, educational institutions, recruiters and above all students.
Development of Life Skills and Professional Practice - Verma Shalini
Life skills are essentially individual abilities that help in promoting
mental well-being and competence in people to deal with the various
situations in life. This book presents various aspects of life skills,
including communication, self-analysis, self-development and study
habits. These are crucial elements in determining one's personal and
professional growth. Written in an interactive style, this course book will
help students inculcate the various life skills and enhance their
acceptability and growth in this highly competitive world.
Personality Development and Soft Skills - 2016
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Effective Communication and Soft Skills - Nitin Bhatnagar 2011
Soft Skills Training - Frederick H. Wentz 2012-05-14
I was hired by a major university to teach recently released offenders
how to become employed. I walked into my first class intending to follow
the lead of all the other job training programs in the city, which was
teaching the students to properly fill out applications, write resumes,
facilitate mock interviews, and locate employment opportunities. After
the first couple of classes, most of the students were either not paying
attention or sleeping. I quickly realized my presentation needed to be
interesting, challenging, beneficial, and actually guide the participants
on how to remain employed. However, I was unable to find any published
material for teaching new hires the soft skills necessary to keep a job.
This workbook is a compilation of the soft skills class material I have
developed over an eighteen year period. I have used this material with
great success and have taught soft skills in schools, inner-city church
programs, nonprofits, and government funded job training programs. It
is a unique collection of essays, exercises, quotes, and maxims that will
give students a realistic perspective on work-related expectations and
the expectations of the supervisors who hire them. It will help students
develop their problem solving skills, guide them in making appropriate
decisions, and create a desire to plan out goals and achieve them. The
workbook style is challenging and playful, serious and engaging and a
stepping stone to developing the cognitive skills necessary to quash
unproductive thinking and self-defeating emotional behaviors.
SOFT SKILLS PERSONALITY DEVELOPMENT FOR LIFE SUCCESS
- Prashant Sharma 2018-06-02
This high-impact book has been written by an experienced industry
professional with a corporate perspective. The author is a Master Trainer
who approaches the soft skills training from the point of view of a
corporate soft skills training. Written in a business storytelling format,
the training in the book is imparted by a skillful industry leader. This has
not been written as the theoretical exercise. No boring theory, no wasted
time! Rather, each chapter has been approached as a working session:
personality-development-and-soft-skills-by-barun-k-mitra-download

Imparting soft skills by solving real problems and discussing workable
solutions which the reader can apply immediately and keep for life. The
structure of the book is in the form of a Personal Development Compass
developed by the author. Just as a compass guides travelers through
their journey and helps them to reach their destination, in the same way,
the Personal Development Compass too guides the reader to navigate
their way through the maze of the different soft skills and help them to
polish their personalities. The methodology applied is `Learning-By
Doing': This approach can be summed up as follows: `Educate BrieflyThen Train at Length'- On other words, less focus on theory, more realworld action, and solutions. The training imparted in the book starts with
the Personality Development objective in mind and then facilitates and
demonstrates methods to achieve those objectives.VERTICAL 1: Theme:
CONFIDENCEHeadings: RELATIONSHIPS & WELL-BEINGThis vertical
helps the reader in gaining the mental strength, motivation & confidence
to approach their lives with a Positive Mental Attitude. The ability to be
optimistic even in dire situations enables them to develop Emotional
Intelligence and have meaningful relationships with their peers and
colleagues, paving the way for the next level of Competence.VERTICAL
2: Theme: COMPETENCEHeadings: COMMUNICATION & CAREERGood
Communication is a huge demand from recruiters and employers today.
In fact, it is a pre-requisite for success. Effective Communication helps
the reader to get a head start in their careers. They are able to think fast
and creatively, impress and convince others of their point of view, they
develop good listening skills thereby gaining an edge over others. They
become the candidates of choice for promotion and progress.VERTICAL
3: Theme: COURTESYHeadings: ETIQUETTE & HABITSThere is a
popular saying: The First Impression is the last Impression. A good first
impression is created through effective habits and an ability to say the
right thing at the right time to the right person. To develop these skills,
the reader learns to exhibit appropriate behavior in all situations:
personal and professional. Sustained behavior becomes a habit. This then
becomes part of the reader's basic nature. A Good professional need to
have strong Language skills. Recognizing this need, the book has a
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section in every chapter that highlights important words and Business
phrases used in the corporate industry along with their
meanings.ContentsSoft Skills: An OverviewEmotional IntelligenceSelfImage ManagementTeam building and cooperationTime Management
and Goal SettingCommunication SkillsVerbal Communication Part
1Verbal Communication Part 2Non-Verbal CommunicationLevel 2:
CareerLevel 3: Courtesy & HabitsResume Writing & Job
ApplicationsGroup DiscussionPersonal Interviews and Interactions
Personal Development for Smart People - Steve Pavlina 2009-10-15
Despite promises of "fast and easy" results from slick marketers, real
personal growth is neither fast nor easy. The truth is that hard work,
courage, and self-discipline are required to achieve meaningful
results—results that are not attained by those who cling to the fantasy of
achievement without effort. Personal Development for Smart People
reveals the unvarnished truth about what it takes to consciously grow as
a human being. As you read, you’ll learn the seven universal principles
behind all successful growth efforts (truth, love, power, oneness,
authority, courage, and intelligence); as well as practical, insightful
methods for improving your health, relationships, career, finances, and
more. You’ll see how to become the conscious creator of your life instead
of feeling hopelessly adrift, enjoy a fulfilling career that honors your
unique self-expression, attract empowering relationships with loving,
compatible partners, wake up early feeling motivated, energized, and
enthusiastic, achieve inspiring goals with disciplined daily habits and
much more! With its refreshingly honest yet highly motivating style, this
fascinating book will help you courageously explore, creatively express,
and consciously embrace your extraordinary human journey.
How to Talk to Anyone - Leil Lowndes 2003-09-22
"You'll not only break the ice, you'll melt it away with your new skills." --
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Larry King "The lost art of verbal communication may be revitalized by
Leil Lowndes." -- Harvey McKay, author of “How to Swim with the
Sharks Without Being Eaten Alive” What is that magic quality makes
some people instantly loved and respected? Everyone wants to be their
friend (or, if single, their lover!) In business, they rise swiftly to the top
of the corporate ladder. What is their "Midas touch?" What it boils down
to is a more skillful way of dealing with people. The author has spent her
career teaching people how to communicate for success. In her book
How to Talk to Anyone (Contemporary Books, October 2003) Lowndes
offers 92 easy and effective sure-fire success techniques-- she takes the
reader from first meeting all the way up to sophisticated techniques used
by the big winners in life. In this information-packed book you’ll find: 9
ways to make a dynamite first impression 14 ways to master small talk,
"big talk," and body language 14 ways to walk and talk like a VIP or
celebrity 6 ways to sound like an insider in any crowd 7 ways to establish
deep subliminal rapport with anyone 9 ways to feed someone's ego (and
know when NOT to!) 11 ways to make your phone a powerful
communications tool 15 ways to work a party like a politician works a
room 7 ways to talk with tigers and not get eaten alive In her trademark
entertaining and straight-shooting style, Leil gives the techniques catchy
names so you'll remember them when you really need them, including:
"Rubberneck the Room," "Be a Copyclass," "Come Hither Hands," “Bare
Their Hot Button,” “The Great Scorecard in the Sky," and "Play the
Tombstone Game,” for big success in your social life, romance, and
business. How to Talk to Anyone, which is an update of her popular book,
Talking the Winner's Way (see the 5-star reviews of the latter) is based
on solid research about techniques that work! By the way, don't confuse
How to Talk to Anyone with one of Leil's previous books, How to Talk to
Anybody About Anything. This one is completely different!
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