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Good brand is just good business. Brand is the intentional leader's North Star. It helps us engage customers and employees,
unleash our competitive advantage, and fuel enduring growth.And yet, despite this power, brand is grossly underused. Few
leaders leverage brand fully, believing (wrongly) that brand is squishy and elusive. But when a tool this vital is dismissed, the
business suffers mightily. The good news is that all leaders can ignite brand to create value. Lindsay Pedersen deconstructs what
brand is and why it is indispensable for leaders. Then she shares her step-by-step process to tame the infinite possibilities and
pinpoint a brand positioning that is true and robust-ironclad-to unlock the most value. In this book, learn how to...-Leverage brand
as a strategic platform for growing with purpose-Lead more effectively with brand as your North Star-Use brand to excite
customers and employees-Identify your Uncommon Denominator and Benefit Ladder-Follow the principles of storytelling to
generate business growthBrand is sorely underutilized. When you ignore it or use it only superficially, you forgo your most
sustainable competitive advantage. It's time to start using brand as your North Star-it's time to make your brand ironclad.
Today's executive assistant has become a crucial member of every organization's support staff--a key business ally with diverse
responsibilities, from overseeing employees to making strategic decisions. Here is the first step-by-step guide specifically designed
to help you thrive in this fast-paced profession. Developed by nationally-known business consultatnt and author Melba Duncan,
this leading-edge resource provides all the up-to-date information you need to manage information technologes, deal effectively
with abrupt organizational changes and office politics, handle stress, resolve conflicts, motivate workers and forge a team
mentality, master public relations and the media, capitalize on opportunities emerging from corporate restructuring, and more.
This book breaks new ground by doing something for digital photographers thatʼs never been done before̶it cuts through the bull
and shows you exactly “how to do it.” Itʼs not a bunch of theory; it doesnʼt challenge you to come up with your own settings or
figure things out on your own. Instead, it does something that virtually no other Elements book has ever done̶it tells you flat-out
which settings to use, when to use them, and why. If youʼre looking for one of those “tell-me-everything-about-the-Unsharp-Maskfilter” books, this isnʼt it. You can grab any other Elements book on the shelf, because they all do that. Instead, this book gives you
the inside tips and tricks of the trade for organizing, correcting, editing, sharpening, retouching, and printing your photos like a pro.
Youʼll be absolutely amazed at how easy and effective these techniques are̶once you know the secrets. LEARN HOW THE
PROS DO IT Each year we train thousands of digital photographers and, almost without exception, they have the same questions
and face the same problems̶thatʼs exactly what we cover in this book. Youʼll learn: The real secrets of how the pros retouch
portraits How to color correct any photo without breaking a sweat (youʼll be amazed at how the pros do it!) How to use Camera
Raw for processing not only RAW photos, but JPEGs and TIFFs, too! (And youʼll learn why so many pros like it best̶because itʼs
faster and easier) The sharpening techniques the pros really use (thereʼs an entire chapter just on this!) How to deal with common
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digital camera image problems, including removing noise and avoiding halos The most requested photographic special effects,
and much more! THE BOOKʼS SECRET WEAPON Although Elements 10 offers some digital photography features that
Photoshop CS5 doesnʼt offer, there are plenty of features that Photoshop CS5 has that Elements 10 still doesnʼt have (things like
paths, Channel Mixer, etc.). But in this book, youʼll learn some slick workarounds, cheats, and some fairly ingenious ways to
replicate many of those Photoshop features from right within Elements. Plus, since this book is designed for photographers, it
doesnʼt waste your time talking about how to frame a shot, set your exposure, etc., and thereʼs no talk about which camera or
printer to buy. Itʼs all Elements, step by step, cover to cover, in the only book of its kind, and youʼre gonna love it!
From best-selling author and expert Sue France, The Definitive Executive Assistant & Managerial Handbook is the ultimate guide
for anyone who wants to take their career development to the next level. Placing special emphasis on personal leadership
development as well as practical skills, you will learn how to manage a small team, climb the career ladder to gain more
responsibility, negotiate effectively and confidently manage a project. It will teach you how to recruit and induct staff, make
decisions fairly and consistently, build a productive team and environment and get noticed at work. For ambitious Assistants who
want to continually improve their skills, The Definitive Executive & Managerial Handbook is an indispensable guide, helping you to
maintain your professional image and achieve resounding success.
Be the Ultimate Assistant
Using AI to Understand People and Win More Business
The Digital Transformation Playbook
Exceptional Executive Office Management
How Great Leaders and Their Assistants Maximize Productivity and Effectiveness
Worker Leadership
The Secret Weapon That Can Solve Your Toughest Sales Challenges
How to Forge an Effective Relationship With Those Above You
TRUST: The Secret Weapon of Effective Business Leaders taps into a powerful current in American
business – the importance of trust in a business's corporate strategy. In today's environment,
leaders who add the most value to their companies tend to make decisions based not on shortterm financial goals, but on strongly-held values. They develop a reservoir of trust among
their key stakeholders and use it to speak frankly as challenges arise. These leaders are
inspired by an adherence to principles that form, for each of them, a platform of rock-solid
values they will not violate. TRUST brings into vivid focus the characteristics that make
today's leaders successful, and the principles and techniques they use to earn the confidence
of employees, colleagues, customers and the public. Using dozens of interviews with top
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business leaders, as well as real-life anecdotes and situations, CEO and business adviser Kathy
Bloomgarden offers practical recommendations that can be applied by anyone, whether a corporate
CEO, an executive of a not-for-profit organization, a politician, a division president, or even
an ambitious young person at the beginning of his or her career.
Praise for The Work of Leaders "The Work of Leaders is a bright gem of a book. In a crystal
clear and to-the-point style, the authors make leadership instantly accessible with a memorable
model, rock solid fundamentals, original research, compelling stories, and highly practical
tips for putting the principles to immediate use. There are invaluable lessons on every page,
and you'll enjoy discovering each one. We highly recommend The Work of Leaders to anyone who
aspires to make extraordinary things happen in organizations." —JIM KOUZES & BARRY POSNER,
authors of the bestselling The Leadership Challenge® "Clear, distinctive, intuitive, and deeply
researched, The Work of Leaders gives every reader not only several 'a-ha!' moments, but smart,
meaningful suggestions for changing the way we all lead." —ELAINE BIECH, author of The Business
of Consulting "The authors have indeed done their homework! Their combined expertise and
engaging writing gives their readers a one-stop shop for understanding and improving the way we
lead. Bravo!" —BEVERLY KAYE, coauthor of Love 'Em or Lose 'Em "The Work of Leaders shows you
how to create a thriving organization by setting a vision and then collaborating with your
people to guide your company to success. It is the strategic tool you need to move your
business forward, with imaginative writing and a practical approach you can use right away."
—TOM MCKEE, CEO, The Ken Blanchard Companies "Anyone who is in a leadership position or is
responsible for evaluating leaders should make this book a must-read. Collectively, the book's
authors are unique in their knowledge, background and ability, which is what distinguishes this
great piece of work from others of its kind." —SIDNEY FELTENSTEIN, former CEO, Yorkshire Global
Restaurants
WINNER: PA Voice Awards 2015 - Best Book for a PA (1st edition) With the world of work
profoundly disrupted by artificial intelligence, machine learning and COVID-19, the role of the
executive assistant is changed forever. Learn how to respond to these challenges and help
create 'the better normal' while developing the leadership skills necessary to thrive in a
senior administrative position. From bestselling author and expert Sue France, The Definitive
Executive Assistant & Managerial Handbook is the ultimate guide to management in the context of
an administrative role. Placing an emphasis on both personal leadership and practical skills,
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this new edition of the award-winning book teaches readers to manage a team, develop the
emotional intelligence to understand their colleagues, negotiate effectively and confidently
manage a project. Equipped with these tools, readers will be ready to steer their teams to
organizational success in any situation. With new sections on best practice for managing remote
workers and building a responsible relationship with new technologies, The Definitive Executive
& Managerial Handbook is an indispensable guide for both ambitious PAs aiming for promotion and
senior assistants who want to improve their skills.
The CEO’s Secret WeaponHow Great Leaders and Their Assistants Maximize Productivity and
EffectivenessSpringer
Recognize, Own, and Implement Breakthrough Opportunities
Predicting Personality
The Strategic Partner Who Will Revolutionize Your Organization
Mastering Fear
Tried and Tested Tips to Help You Ace Self-employment Without Burnout
Managing Up
Lessons in Creative Leadership from 15 Years as CEO of the Walt Disney Company
Transform Your Conversations, Transform Your Culture

Survival Skills for Freelancers will help you achieve freelance success, and get more
enjoyment from self-employment. Through a combination of personal anecdotes, practical
advice and tales from the freelance community, it busts the myths about solo working and
takes an honest look at the reality of freelance life. Discover how to survive and thrive
as a freelancer - without neglecting your mental health and wellbeing. THE CASE FOR
FREELANCE LIFE The freelance dream is often portrayed as: Earning good money doing the
thing you love+working where you like+working how you like+working when you like Why does
no one tell us just how relentless the business end of freelance life can be?! There are
2 million freelancers in the UK alone. Yet 20% of self-employed businesses don't make it
through the first year, and 60% don't survive beyond five years. Those are scary stats!
Yes, working alone can be damn hard. But going into self-employment with your eyes wide
open gives you the best chance of success. Survival Skills for Freelancers shares an
honest and realistic view of self-employment, to help you rock the socks off freelance
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life. ABOUT THE AUTHOR Sarah Townsend has spent the past 20 years as a freelance
marketing copywriter. She built a successful freelance career with very little guidance but you don't have to. In Survival Skills for Freelancers she shares the secrets and
surprises she's learnt from self-employment: both the things that worked AND the things
that didn't. She guides you through the highs and lows all freelancers face - from
isolation, uncertainty and self-doubt to knowing what to charge, when to ask for help,
and when to say no. These tried and tested strategies are based on her own experience,
backed up by research, resources and quotes from the freelance community. WHAT PEOPLE ARE
SAYING "I've been freelancing for over 15 years and I wish I'd read this book on day one.
Every page is packed with practical advice and hard-won wisdom. Get it!" Tom Albrighton
Author, Copywriting Made Simple "A brilliantly relatable and comprehensive guide that
holds your hand with compassion and humour through the rocky yet undeniably exciting
world of self-employment." Louise Goss Founder of The Homeworker "Genuinely useful
advice, delivered in an honest, charming and witty style, with a focus on mental health
and wellbeing. An essential read whether you're a new or established freelancer." Steve
Morgan Author, Anti-Sell "An honest and human perspective of 20 years of freelance
experience. This book is like having your own personal business mentor." Anna Gunning
Copywriter and speaker "Before you take the leap into self-employment, spend your first
few pounds on this book. It'll make every subsequent pound and hour better spent."
Matthew Knight Founder, Leapers WHAT'S INCLUDED Survival Skills for Freelancers covers
issues such as: the fundamentals of freelancing three strategies to deal with isolation
knowing your worth - and what to charge trusting your instinct, and learning to say no
achieving balance and avoiding burnout the importance of investing in your business the
qualities that help you survive and thrive as a freelancer
A successful digital transformation must start with a conversational transformation.
Today, software organizations are transforming the way work gets done through practices
like Agile, Lean, and DevOps. But as commonly implemented as these methods are, many
transformations still fail, largely because the organization misses a critical step:
transforming their culture and the way people communicate. Agile Conversations brings a
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practical, step-by-step guide to using the human power of conversation to build
effective, high-performing teams to achieve truly Agile results. Consultants Douglas
Squirrel and Jeffrey Fredrick show readers how to utilize the Five Conversations to help
teams build trust, alleviate fear, answer the “whys,” define commitments, and hold
everyone accountable.These five conversations give teams everything they need to reach
peak performance, and they are exactly what’s missing from too many teams today. Stop
focusing on processes and practices that leave your organization stuck with culture-less
rituals. Instead, unleash the unique human power of conversation.
A groundbreaking book that boldly claims the key to success in business is not talent,
connections, or ideas, but the ability to persuade people to take a chance on potential.
'The most successful people aren't just brilliant - they're backable' DAN PINK,
bestselling author of Drive 'Whether you want to get ahead inside a company or build a
startup from the ground up, this fascinating book is a must-read.' REID HOFFMAN, cofounder of LinkedIn No one makes it alone. But there's a reason why some people can get
investors or bosses to believe in them while others cannot. And that reason has little to
do with experience, pedigree or a polished business plan. Backable people seem to have a
hidden quality that inspires others to take action. We often chalk this up to natural
talent or charisma . . . either you have 'it' or you don't. After getting rejected by
every investor he pitched, Suneel Gupta had a burning question: could 'it' be learned?
Drawing lessons from hundreds of the world's biggest thinkers, Suneel discovered how to
pitch new ideas in a way that has raised millions of dollars, influenced large-scale
change inside massive corporations, and even convinced his 8-year-old daughter to clean
her room. Inside the book are long-held secrets from producers of Oscar-winning films,
members of Congress, military leaders, culinary stars, venture capitalists, founders of
unicorn-status startups, and executives at iconic companies like Lego, Method and Pixar.
Suneel used these invaluable lessons to become the New York Stock Exchange's 'New Face of
Innovation'. Backable reveals how the key to success is not charisma, connections, or
even your CV, but rather your ability to persuade others to take a chance on you. This
groundbreaking book will show you how.
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Written by a former Times Crème PA of the Year, this new edition of The Definitive
Personal Assistant and Secretarial Handbook is the ultimate guide for all management
assistants, PAs, secretaries and executive assistants. Administrative personnel in
today's workplace hold an immense influence, not only on their bosses' performance, but
also on the running of the whole organisation. This best-selling book is the only
resource needed to excel in one's role as an assistant, outshine bosses' expectations and
go up the ladder. Placing special emphasis on career development and learning, it
provides help and advice on the skills necessary to progress in your career. Along with a
chapter to share with your boss for a more fruitful working relationship, it includes
help with time management, networking, relationship management, communication and
confidence. Now with a new chapter on how to use neuroscience tools to coach yourself
through your weaknesses and primed behavioural traits, it also contains even more
practical help with minute taking, telephone and mobile communication etiquette and
presentation skills. With free downloadable online resources to aid the day-to-day
running of your office, this comprehensive and accessible guide will help you keep your
finger on the pulse and maintain your professional image.
Why Being Funny Matters at Work
Trust
Secrets from Dynamic Executive Assistants
war, sabotage, and fear in the cyber age
A Practical Guide to Becoming a Super-Efficient Personal Assistant
A Celebrity Assistant's Secrets to Working With Any High-powered Employer
Leadership for PAs, Executive Assistants, Senior Administrators and Office Managers
Humour, Seriously
A recent survey of more than 700 CEOs showed that 98% prefer job candidates with a sense of humour and 84% think that funny employees do
better work. Psychologist Dr Jennifer Aaker and comedian Naomi Bagdonas' research has shown that humour makes us feel more competent
and confident, strengthens relationships and boosts resilience during difficult times. Based on the popular course 'Humour: Serious Business' at
Stanford's Graduate School of Business, where Aaker and Bagdonas help some of the world's most hard-driving, blazer-wearing business
minds build levity into their organisations and lives, this book will show you how to use humour to: enhance creativity and problem-solving;
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influence and motivate others; build bonds and defuse tension within teams; create a culture where colleagues feel safe, appreciated and joyful.
As a leader, you've heard that design is important, and you believe it. But you may not know what you need to know about it, how to buy it, and
how to manage it. This is the book for you."The strongest companies I work with use design as their secret weapon. This short primer makes it
not such a secret any more. If how to leverage and lead design is still a secret to your company, buy this book." - Jeff Patton"If you're the CEO
of a technology-powered company, you owe it to your customers, your employees and your investors to learn the power and potential of
professional product design. Audrey has been there since the start of the Internet and has worked with countless companies, product teams, and
executive teams to leverage the value of product design." -Marty Cagan
Tiersky lays out a simple but detailed five step methodology that any company can follow to align their teams around a vision for the customer
experience that will maximize their competitiveness in the market, identify the quick wins that will help them out of the gate, and ultimately
drive the transformation needed to bring their company into alignment with today's digital world.
The ultimate playbook for using artificial intelligence to communicate effectively, build teams, and win customers Not long ago, we imagined a
hyper-connected world full of trust and openness—a world where effortless communication would bring about a new understanding between
people everywhere. Judging from our current environment, this vision of the future may have been overly optimistic. With infinite channels and
countless voices flooding them with messages, most people have become highly skeptical and guarded by necessity. As a result, communication
is much harder than ever before. Despite the unprecedented connectivity enabled by modern technology, we are far less likely to trust and to
invest the time needed to build strong relationships. How can we use technology to reverse this trend? A groundbreaking new branch of
artificial intelligence—Personality AI—may be the answer. Combining traditional machine learning, data analytics, and behavioral psychology,
Personality AI helps professional communicators tear down walls, establish trust with their audiences, and utilize data to build meaningful
relationships, strengthen empathy, and win more customers. Predicting Personality is a practical, real-world playbook for any individual or
business whose success hinges on the ability to communicate effectively and build teams. Authors Drew D’Agostino and Greg Skloot—CEO and
President, respectively, of Crystal, the app that tells you anyone's personality—show you how businesses can leverage Personality AI and
machine learning to grow faster and communicate more effectively than was previously possible. This reader-friendly guide teaches you what
Personality AI is, how it works, and demonstrates its practical applications in both life and business. This book: ? Explains how to understand
personality types in various contexts, including sales, recruiting, coaching ? Provides guidelines for using personality data to learn and execute
? Explores ethics and compliance considerations surrounding the use of Personality AI ? Offers valuable insights from a leader in the business
applications of Personality AI Predicting Personality: Using AI to Understand People and Win More Business is a must-have guide for C-suite
executives, sales and marketing professionals, coaches, recruiters, and business owners.
Your Start-up's Secret Weapon to Attract, Hire, and Retain Ridiculously Successful People
The Ride of a Lifetime
Wining Digital Customers
Rethink Your Business for the Digital Age
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Who Took My Pen ... Again?
The CEO's Secret Weapon
Experimentation Works
The surprising truth behind what makes people take a chance on you

How can American manufacturing recapture its former dominance in the globalized industrial economy? In Worker
Leadership, Fred Stahl proposes a strategy to boost enterprise productivity and restore America's industrial power.
Stahl outlines a revolutionary transformation of industrial culture that offers workers real control of production
operations and manufacturing processes (as well as a monetary share of the savings from productivity gains). Stahl
develops this new Theory of Worker Productivity into a strategy of Worker Leadership, with concrete, real-world
examples. Combining some of the methods of lean manufacturing made famous by Toyota with genuine worker
empowerment unlike anything at Toyota, Worker Leadership creates highly productive jobs loaded with
responsibility and authority. Workers, Stahl writes, love these jobs precisely because of the opportunities to be
creative and productive. Worker Leadership also offers important benefits for organized labor. It promotes the
vitality and growth of labor unions through a shared responsibility with management for growth and profitability.
Stahl's approach was inspired by changes implemented at John Deere factories by a general manager named Dick
Kleine. Stahl uses the story of Kleine's transformation of the Deere factories to construct a checklist of essential
conditions for Worker Leadership. He also discusses competition with China and South Korea and tells the story of
production that GE recently "reshored" from China to the United States. Stahl considers the potential for applying
Worker Leadership beyond manufacturing, provides a brief history of manufacturing, and even reveals the dark side
of Toyota's system that opens another competitive opportunity for America. Worker Leadership offers a blueprint for
global competitive advantage that should be read by anyone concerned about America's current productivity
paralysis.
The New Executive Assistant is a guide for EAs and their executives, designed to help them reconsider the EA role
and look at it in a new light. The premise is simple: the more effective the EA, the more effective the executive ...
and the more effective the organisation.
From Russia’s tampering with the US election to the WannaCry hack that temporarily crippled Britain’s NHS, cyber
has become the weapon of choice for democracies, dictators, and terrorists. Cheap to acquire, easily deniable, and
used for a variety of malicious purposes — from crippling infrastructure to sowing discord and doubt —
cyberweapons are re-writing the rules of warfare. In less than a decade, they have displaced terrorism and nuclear
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missiles as the biggest immediate threat to international security and to democracy. Here, New York Times
correspondent David E. Sanger takes us from the White House Situation Room to the dens of Chinese government
hackers and the boardrooms of Silicon Valley, piecing together a remarkable picture of a world now coming face-toface with the most sophisticated — and arguably most dangerous — weapon ever invented. The Perfect Weapon is
the dramatic story of a new era of constant sabotage, misinformation, and fear, in which everyone is a target.
Assistant, you are a leader. As an assistant, you constantly face obstacles that hold you back from accomplishing
your career goals. Whether it’s a job change, shifting deadlines, a micromanaging executive, a toxic co-worker, a
high-pressure project, or an intense negotiation with a vendor, the administrative profession is not for the faint of
heart. If you’re looking to maintain the status quo and be “just an assistant,” this book is not for you. But, if you
want the confidence and ability to conquer the challenges that most try to avoid, then you’re in the right place. The
Leader Assistant outlines four pillars—embody the characteristics, employ the tactics, engage in relationships, and
exercise self-care—that will help you rediscover your passion for the profession and become a confident, futureproof, game-changing Leader Assistant. If you neglect even one pillar, you’ll head for burnout, stagnation, and
anonymity. You are meant for so much more. Are you ready to be the Leader Assistant the world needs?
Survival Skills for Freelancers
Bet on Yourself
The Reinventionist Mindset
A Professional Guide to Leadership for all PAs, Senior Secretaries, Office Managers and Executive Assistants
Humour, Serious Business
Social Engineering
The Leader Assistant: Four Pillars of a Confident, Game-Changing Assistant
Sales genius is a team sport. As a B2B sales leader, you know that by Murphy’s Law, despite your team's best efforts,
some deals will inevitably get stuck or key relationships will go sour. And too often, it's the most important ones—the last
thing you need when millions of dollars are on the line. "Dealstorming" is Tim Sanders’s term for a structured, scalable,
repeatable process that can break through any sales deadlock. He calls it “a Swiss Army knife for today’s toughest sales
challenges.” It fixes the broken parts of the brainstorming process and reinvigorates account management for today's
increasingly complicated sales environment. Dealstorming drives sales innovation by combining the wisdom and
creativity of everyone who has a stake in the sale. You may think you are applying teamwork to your challenges, but
Page 10/17

Acces PDF The CEO’s Secret Weapon: How Great Leaders And Their Assistants Maximize Productivity And
Effectiveness
don't be so sure. There's a good chance you're operating inside a sales silo, not building a truly collaborative team across
your whole company. The more disciplines you bring into the process, the more unlikely (but effective!) solutions the
team can come up with. Sanders explains his seven-step Dealstorming process and shows how it has helped drive
results for companies as diverse as Yahoo!, CareerBuilder, Regus, and Condé Nast. You'll learn how to get the right
team on board for a new dealstorm, relative to the size of the sales opportunity and its degree of difficulty. The key is
adding people from non-sales areas of your company, making them collaborators early in the process. That will help
them own the execution and delivery after the deal is done. The book includes real world examples from major
companies like Oracle and Skillsoft, along with problem finding exercises, innovation templates, and implementation
strategies you can apply to your unique situation. It's based on Sanders' many years as a sales executive and consultant,
personally leading dozens of sales collaboration projects. It also features the results of interviews with nearly two
hundred B2B sales leaders at companies such as LinkedIn, Altera and Novell. The strategies laid out in Dealstorming
have led to a stunning 70% average closing ratio for teams across all major industries, leading to game-changing deals
and long-term B2B relationships. Now you can learn how to make dealstorming work for you.
How do the best leaders navigate complexity in today's business? They use a chief of staff. Tyler Parris interviewed
scores of CEOs, board members, chiefs of staff, and HR execs globally and wrote Chief of Staff: The Strategic Partner
Who Will Revolutionize Your Organization to help leaders create the role, make it successful, and evolve it.
Through a mix of personal stories, lessons learned, and best practices, the author offers insights on becoming an
emotionally intelligent, highly effective personal assistant.
Harden the human firewall against the most current threats Social Engineering: The Science of Human Hacking reveals
the craftier side of the hacker’s repertoire—why hack into something when you could just ask for access? Undetectable
by firewalls and antivirus software, social engineering relies on human fault to gain access to sensitive spaces; in this
book, renowned expert Christopher Hadnagy explains the most commonly-used techniques that fool even the most
robust security personnel, and shows you how these techniques have been used in the past. The way that we make
decisions as humans affects everything from our emotions to our security. Hackers, since the beginning of time, have
figured out ways to exploit that decision making process and get you to take an action not in your best interest. This new
Second Edition has been updated with the most current methods used by sharing stories, examples, and scientific study
behind how those decisions are exploited. Networks and systems can be hacked, but they can also be protected; when
the “system” in question is a human being, there is no software to fall back on, no hardware upgrade, no code that can
lock information down indefinitely. Human nature and emotion is the secret weapon of the malicious social engineering,
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and this book shows you how to recognize, predict, and prevent this type of manipulation by taking you inside the social
engineer’s bag of tricks. Examine the most common social engineering tricks used to gain access Discover which
popular techniques generally don’t work in the real world Examine how our understanding of the science behind
emotions and decisions can be used by social engineers Learn how social engineering factors into some of the biggest
recent headlines Learn how to use these skills as a professional social engineer and secure your company Adopt
effective counter-measures to keep hackers at bay By working from the social engineer’s playbook, you gain the
advantage of foresight that can help you protect yourself and others from even their best efforts. Social Engineering gives
you the inside information you need to mount an unshakeable defense.
The Surprising Power of Business Experiments
Dealstorming
A Navy SEAL's Guide
A Best Practice Guide for All Secretaries, PAs, Office Managers and Executive Assistants
Activate Brand Purpose
Learning to Love Change, and the Human how of Doing it Brilliantly
The Photoshop Elements 10 Book for Digital Photographers
How to Harness the Power of Movements to Transform Your Company
Many executives don't take full advantage of the assistant who sits right outside their door. This book educates executives
about all the ways in which they can streamline and improve the way they work with the help of a great assistant, while
teaching them to identify great candidates and maximize the benefits of this special relationship.
From New York Times bestselling author and former Navy SEAL Brandon Webb comes a simple yet powerful five-step
guide to transforming your life by making your fears work for you instead of against you. Brandon Webb has run lifethreatening missions in the world's worst trouble spots, whether that meant jumping out of airplanes, taking down hostile
ships on the open sea, or rolling prisoners in the dead of night in the mountains of Afghanistan. As a Navy SEAL, he
learned how to manage the natural impulse to panic in the face of terrifying situations. As media CEO and national
television commentator, he has learned how to apply those same skills in civilian life. Drawing on his experiences in
combat and business, along with colorful anecdotes from his vast network of super-achiever friends from astronauts to
billionaires, Webb shows how people from all walks of life can stretch and transcend their boundaries and learn to use
their fears as fuel to achieve more than they ever thought possible. "Fear can be a set of manacles, holding you prisoner,"
writes Webb. "Or it can be a slingshot, catapulting you on to greatness." The key, says Webb, is not to fight fear or try to
beat it back, but to embrace and harness it. In the process, rather than being your adversary, your fear becomes a secret
weapon that allows you to triumph in even the most adverse situations. In Mastering Fear, Webb and his bestselling
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coauthor John David Mann break this transformation down into five practical steps, creating a must-read manual for
anyone looking for greater courage and mastery in their lives.
Real-life tools and advice for every administrative professional
The status quo is the serial killer of great companies. Nothing is immune from the need for change, but when faced with
change, most companies do one of three things: double down, endlessly strategize, or "Ostrich." But there's a fourth (and
only) option. Reinvent. "Reinventionist" Joe Jackman believes there are very few flagging businesses that cannot be
returned to growth and relevance, and for Joe, there is nothing better than taking a once-great brand and returning it to
greatness. Jackman learned to love change early, in a home where family meetings actually produced it ("The status quo
never stood a chance"). As an industrial designer, he took things apart to see how they worked and how they could be
improved. As a corporate executive he gained an insider's view of how not to manage change. Now his unique firm
Jackman Reinvents helps companies at a crossroads become reborn as Category of One businesses.
The New Executive Assistant
Why Humour Is A Superpower At Work And In Life
The Antidote to Irrelevance
A Business Leader's Guide to Working with Designers
The Office Rockstar Playbook
The Perfect Weapon
The Definitive Executive Assistant and Managerial Handbook
The Science of Human Hacking
'One of the best business books I've read in years.' BILL GATES THE #1 NEW YORK TIMES BESTSELLER A
SUNDAY TIMES BOOK OF THE YEAR 2019 _____________________________ The CEO of Disney, one of Time's most
influential people of 2019, shares the ideas and values he embraced to reinvent one of the most beloved
companies in the world and inspire the people who bring the magic to life. Robert Iger became CEO of The
Walt Disney Company in 2005, during a difficult time. Morale had deteriorated, competition was intense,
and technology was changing faster than at any time in the company's history. His vision came down to
three clear ideas: Recommit to the concept that quality matters, embrace technology instead of fighting
it, and think bigger-think global-and turn Disney into a stronger brand in international markets.
Fourteen years later, Disney is the largest, most respected media company in the world, counting Pixar,
Marvel, Lucasfilm and 21st Century Fox among its properties. Its value is nearly five times what it was
when Iger took over, and he is recognized as one of the most innovative and successful CEOs of our era.
In The Ride of a Lifetime, Robert Iger shares the lessons he's learned while running Disney and leading
its 200,000 employees, and he explores the principles that are necessary for true leadership, including:
Optimism. Even in the face of difficulty, an optimistic leader will find the path toward the best
possible outcome and focus on that, rather than give in to pessimism and blaming. Courage. Leaders have
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to be willing to take risks and place big bets. Fear of failure destroys creativity. Decisiveness. All
decisions, no matter how difficult, can be made on a timely basis. Indecisiveness is both wasteful and
destructive to morale. Fairness. Treat people decently, with empathy, and be accessible to them. 'Bob
Iger has not only lived up to ninety-six years of groundbreaking history but has moved the Disney brand
far beyond anyone's expectations, and he has done it with grace and audacity. This books shows you how
that happened.' STEVEN SPIELBERG
Take charge of your career and create a life full of learning, adventure, joy, and success utilizing
these never-before-shared leadership principles Ann Hiatt learned working alongside the world’s top tech
CEOs—Google’s Eric Schmidt, Amazon’s Jeff Bezos, and Yahoo!s Marissa Mayer. Whether you’re stuck in your
current job, starting your first job and wondering how you can use it as a steppingstone towards your
dream career, or mid-career and wanting to finally be recognized for promotion or a leadership role,
this book is for you. For the first time, Ann Hiatt shares both the daily habits and long-game
strategies she learned working side-by-side for decades with the giants of technology at Amazon and
Google. Through clear guidance and incredible stories, Bet on Yourself will teach you: How to define
your abilities and speak up so that you can be recognized for the work that you do and the unique
capabilities you bring to the table. How to create opportunities for yourself when options appear
limited and build a purposeful career regardless of your seniority or industry. What it takes to build
the confidence you need to build your dream career. How to exchange your frustration over not getting
the recognition you deserve for an empowered, actionable plan for taking control of your professional
identity and get promoted. These tried-and-true methods to take ordinary opportunities and create
something extraordinary, and the leadership principles that guide the work of these celebrity CEOs, are
directly applicable to your goals. With a few consistent, daily habits you can build a future that
exceeds your wildest expectations. No matter the opportunities available to you in your particular
community or career stage, there is a path for you.
Don't fly blind. See how the power of experiments works for you. When it comes to improving customer
experiences, trying out new business models, or developing new products, even the most experienced
managers often get it wrong. They discover that intuition, experience, and big data alone don't work.
What does? Running disciplined business experiments. And what if companies roll out new products or
introduce new customer experiences without running these experiments? They fly blind. That's what
Harvard Business School professor Stefan Thomke shows in this rigorously researched and eye-opening
book. It guides you through best practices in business experimentation, illustrates how these practices
work at leading companies, and answers some fundamental questions: What makes a good experiment? How do
you test in online and brick-and-mortar businesses? In B2B and B2C? How do you build an experimentation
culture? Also, best practice means running many experiments. Indeed, some hugely successful companies,
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such as Amazon, Booking.com, and Microsoft, run tens of thousands of controlled experiments annually,
engaging millions of users. Thomke shows us how these and many other organizations prove that
experimentation provides significant competitive advantage. How can managers create this capability at
their own companies? Essential is developing an experimentation organization that prizes the science of
testing and puts the discipline of experimentation at the center of its innovation process. While it
once took companies years to develop the tools for such large-scale experiments, advances in technology
have put these tools at the fingertips of almost any business professional. By combining the power of
software and the rigor of controlled experiments, today's managers can make better decisions, create
magical customer experiences, and generate big financial returns. Experimentation Works is your
guidebook to a truly new way of thinking and innovating.
Rethink your business for the digital age. Every business begun before the Internet now faces the same
challenge: How to transform to compete in a digital economy? Globally recognized digital expert David L.
Rogers argues that digital transformation is not about updating your technology but about upgrading your
strategic thinking. Based on Rogers's decade of research and teaching at Columbia Business School, and
his consulting for businesses around the world, The Digital Transformation Playbook shows how predigital-era companies can reinvigorate their game plans and capture the new opportunities of the digital
world. Rogers shows why traditional businesses need to rethink their underlying assumptions in five
domains of strategy—customers, competition, data, innovation, and value. He reveals how to harness
customer networks, platforms, big data, rapid experimentation, and disruptive business models—and how to
integrate these into your existing business and organization. Rogers illustrates every strategy in this
playbook with real-world case studies, from Google to GE, from Airbnb to the New York Times. With
practical frameworks and nine step-by-step planning tools, he distills the lessons of today's greatest
digital innovators and makes them usable for businesses at any stage. Many books offer advice for
digital start-ups, but The Digital Transformation Playbook is the first complete treatment of how legacy
businesses can transform to thrive in the digital age. It is an indispensable guide for executives
looking to take their firms to the next stage of profitable growth.
Chief Of Staff
America's Secret Weapon in the Battle for Industrial Competitiveness
What CEOs Need to Know about Design
Healing Career Wounds
How I Leveled Up as an Executive Assistant and Helped My CEO Build a Multibillion-Dollar Company
Secret Weapon
Agile Conversations
Backable
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Tap into the rise of the conscious consumer. Activate your brand's purpose and turn it into meaningful action, to show your
customers what you truly stand for.
The No1 Best Seller for Secretarial and Office Skills on Amazon UK. A fantastic learning and development book for
Personal Assistants, Executive Assistants, Office Managers and Admins.
"A book for executive assistants written by executive assistants...offers practical, creative strategies for achieving success and
building leadership attributes, compiled from the diverse experiences of high-achieving administrative professionals in a
wide variety of businesses and industries."--page [4] of cover.
***WALL STREET JOURNAL BESTSELLER*** 'A smart, funny, brilliant book on how to be smart about being funny,
brilliantly' Sarah Cooper 'This book has finally convinced me that joking around can actually be important and powerful' Ed
Gamble 'Eye-opening, important and utterly enjoyable. Come for the humour, stay for the insights' Arianna Huffington
Humour is a superpower. If you're not using it, the joke's on you. When we're kids we laugh all the time. The average four
year-old laughs as many as 300 times a day, while the average forty year-old laughs 300 times every two and a half months!
We grow up, start working and suddenly become "serious and important people", trading laughter for bottom lines and minddumbing zoom calls. But the benefits of humour for our work and life are huge. Studies have shown that humour makes us
appear more competent and confident, strengthens our relationships, unlocks creativity and boosts resilience during difficult
times. Dr. Jennifer Aaker and Naomi Bagdonas are on a mission to help everyone discover the power of humour. Based on
the popular Stanford Business course, this book will show you how to mine your life for material, explore the Four Deadly
Humour Myths and help you figure out which style of humour you fall into - The Magnet, The Sweetheart, The Sniper or the
Stand Up. Drawing on behavioural science, advice from world-class comedians and stories from top leaders, Humour,
Seriously will show you how to harness the power of humour every day.
The CEO’s Secret Weapon
How Vision, Alignment, and Execution Will Change the Way You Lead
The New Executive Assistant: Advice for Succeeding in Your Career
The Definitive Personal Assistant & Secretarial Handbook
The Work of Leaders
How Economic Terrorism Brought Down the U.S. Stock Market and Why It can Happen Again
Forging An Ironclad Brand: A Leader's Guide
The Secret Weapon of Effective Business Leaders
Who’s really to blame for America’s catastrophic financial meltdown and devastating national recession? Contrary to what
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the “Occupy Movement” might tell you, it’s not just greedy Wall Street executives (though they certainly earned their
share of scorn). It’s not just failed regulation (even though Washington has failed miserably, both Republicans and
Democrats, to protect us). As one of America’s top financial professionals reveals in this shocking new book, the failures
of Wall Street and Washington have opened us up to economic warfare, with our foreign enemies exploiting our lurking
financial weaknesses. In Secret Weapon, Kevin D. Freeman unveils how all the evidence—including motive, means, and
opportunity—points to America’s foreign enemies as deliberately pushing our economy over the brink.
Everyone has a boss. And anyone who has aspired to move up the corporate ladder knows that their relationship with
those they report to is crucial. In Managing Up Rosanne Badowski offers a straightforward, entertaining, no-holds-barred
account of what it takes to make your relationship with your boss work to your advantage, no matter where you stand in
the corporate hierarchy. Told through rich, colorful anecdotes about her years spent working with one of the smartest,
most demanding and dynamic business leaders of the twentieth century, legendary GE CEO Jack Welch, Badowski reveals
the secrets to career success she has gleaned over the years. At heart, it’s about working with the person above you to
create a productive and effective partnership. Everyone is a manager, in one way or another, Badowski points out. She
discusses first-hand what it’s like to have to be a mind reader, to anticipate the future, to plan for the unexpected, and to
perform the impossible. With refreshing candor and a hint of attitude, Badowski’s advice is unlike any other. She advises
us that “Impatience is a virtue,” to “Have no shame,” and to “Beware the too-quiet office.” Having worked in one of the
most challenging, high-profile corporate environments anywhere, no one knows more about prioritizing, about making
decisions on behalf of your boss, about sifting through a daily barrage of data and information, about multitasking at
warp speed, and exhibiting grace under fire. Ultimately, Badowski says, excelling at what you do is about a shared
passion for the job. Managing Up is an invaluable guide for managing your career and juggling responsibilities with
finesse and confidence. It should become a management bible for anyone hoping to get ahead in their profession.
YOU DON'T NEED A MASSIVE PAYROLL OR A FAMOUS BRAND TO WIN THE HIRING BATTLEYou may believe that hiring is
crazy hard. The truth is that it's crazy easy when you understand that hiring is not about you.If you are??A founder who
just can't find "the right people,"?A co-founder to doesn't trust your team to make the right hiring decisions,?An
entrepreneur who has lost a great hire to a company with a bigger checkbook,?A hiring manager who doesn't have a clue
how to interview people, or?A start-up that is destined for greatness but just can't get off the ground,HEALING CAREER
WOUNDS IS YOUR NEW SECRET WEAPON.Discover the proven system for attracting, hiring, and retaining the strongest
people on the planet for your company.Written by executive search expert Rick Girard, this radical guide introduces you
to the Hiring Operating System (HireOS?), a single, start-to-finish structure to the hiring process that is both highly
efficient and proven successful.When you're ready to ditch your ineffective recruiting process for an evolutionary model
of consciously hiring for value alignment, Healing Career Wounds will give you all the competitive edge you need to win.
The Definitive Executive Assistant & Managerial Handbook
How to Be a Pa
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