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Are you suffering from work-related stress? Feeling overwhelmed, exhausted, and short-tempered at
work—and at home? Then you may have too much stress in your life. Stress is a serious problem that
impacts not only your mental and physical health, but also your loved ones and your organization. So
what can you do to address it? The HBR Guide to Managing Stress at Work will help you find a
sustainable solution. It will help you reach the goal of getting on an even keel—and staying there. You’ll
learn how to: • Harness stress so it spurs, not hinders, productivity • Create realistic and manageable
routines • Aim for progress, not perfection • Make the case for a flexible schedule • Ease the physical
tension of spending too much time at your computer • Renew yourself physically, mentally, and
emotionally
Find the right person to help supercharge your career. Whether you’re eyeing a specific leadership
role, hoping to advance your skills, or simply looking to broaden your professional network, you need to
find someone who can help. Wait for a senior manager to come looking for you—and you’ll probably be
waiting forever. Instead, you need to find the mentoring that will help you achieve your goals. Managed
correctly, mentoring is a powerful and efficient tool for moving up. The HBR Guide to Getting the
Mentoring You Need will help you get it right. You’ll learn how to: • Find new ways to stand out in your
organization • Set clear and realistic development goals • Identify and build relationships with
influential sponsors • Give back and bring value to mentors and senior advisers • Evaluate your
progress in reaching your professional goals
The one primer you need to develop your managerial and leadership skills. Whether you’re a new
manager or looking to have more influence in your current management role, the challenges you face
come in all shapes and sizes—a direct report’s anxious questions, your boss’s last-minute assignment of
an important presentation, or a blank business case staring you in the face. To reach your full potential
in these situations, you need to master a new set of business and personal skills. Packed with step-bystep advice and wisdom from Harvard Business Review’s management archive, the HBR Manager’s
Handbook provides best practices on topics from understanding key financial statements and the
fundamentals of strategy to emotional intelligence and building your employees’ trust. The book’s brief
sections allow you to home in quickly on the solutions you need right away—or take a deeper dive if you
need more context. Keep this comprehensive guide with you throughout your career and be a more
impactful leader in your organization. In the HBR Manager’s Handbook you’ll find: - Step-by-step
guidance through common managerial tasks - Short sections and chapters that you can turn to quickly
as a need arises - Self-assessments throughout - Exercises and templates to help you practice and apply
the concepts in the book - Concise explanations of the latest research and thinking on important
management skills from Harvard Business Review experts such as Dan Goleman, Clayton Christensen,
John Kotter, and Michael Porter - Real-life stories from working managers - Recaps and action items at
the end of each chapter that allow you to reinforce or review the ideas quickly The skills covered in the
book include: - Transitioning into a leadership role - Building trust and credibility - Developing
emotional intelligence - Becoming a person of influence - Developing yourself as a leader - Giving
effective feedback - Leading teams - Fostering creativity - Mastering the basics of strategy - Learning to
use financial tools - Developing a business case
Are you struggling to juggle multiple projects? Do you often lose control of your budget? Does
communicating your progress to the rest of your team cause you undue stress? Project management is
an essential skill for anyone who needs to get things done in any organisation, and is absolutely critical
for anyone leading strategic change. In Lead Successful Projects, the Penguin Business Expert guide,
Antonio Nieto-Rodriguez introduces a simplified but strategic approach to project management
developed over the last 20 years coaching executives, managers and MBAs. Learn how to break down
your project into manageable elements, define smart goals and meet them in this concise and practical
guide to project success.
While some of us enjoy a lively debate with colleagues and others prefer to suppress our feelings over
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disagreements, we all struggle with conflict at work. Every day we navigate an office full of competing
interests, clashing personalities, limited time and resources, and fragile egos. Sure, we share the same
overarching goals as our colleagues, but we don't always agree on how to achieve them. We work
differently. We rub each other the wrong way. We jockey for position. How can you deal with conflict at
work in a way that is both professional and productive—where it improves both your work and your
relationships? You start by understanding whether you generally seek or avoid conflict, identifying the
most frequent reasons for disagreement, and knowing what approaches work for what scenarios. Then,
if you decide to address a particular conflict, you use that information to plan and conduct a productive
conversation. The HBR Guide to Dealing with Conflict will give you the advice you need to: Understand
the most common sources of conflict Explore your options for addressing a disagreement Recognize
whether you—and your counterpart—typically seek or avoid conflict Prepare for and engage in a difficult
conversation Manage your and your counterpart's emotions Develop a resolution together Know when
to walk away Arm yourself with the advice you need to succeed on the job, with the most trusted brand
in business. Packed with how-to essentials from leading experts, the HBR Guides provide smart answers
to your most pressing work challenges.
HBR Guide to Your Professional Growth
Harvard Business Review Project Management Handbook
Reinventing Project Management
On Time and On Budget: Project Management Collection (4 Books)
HBR Guide to Buying a Small Business

Bring strategy into your daily work. It's your responsibility as a
manager to ensure that your work--and the work of your team--aligns
with the overarching objectives of your organization. But when you're
faced with competing projects and limited time, it's difficult to keep
strategy front of mind. How do you keep your eye on the long term
amid a sea of short-term demands? The HBR Guide to Thinking
Strategically provides practical advice and tips to help you see the bigpicture perspective in every aspect of your daily work, from making
decisions to setting team priorities to attacking your own to-do list.
You'll learn how to: Understand your organization's strategy Align your
team around key objectives Focus on the priorities that matter most
Spot trends in your company and in your industry Consider future
outcomes when making decisions Manage trade-offs Embrace a
leadership mindset
DON'T LET YOUR WRITING HOLD YOU BACK. When you’re fumbling
for words and pressed for time, you might be tempted to dismiss good
business writing as a luxury. But it’s a skill you must cultivate to
succeed: You’ll lose time, money, and influence if your e-mails,
proposals, and other important documents fail to win people over. The
HBR Guide to Better Business Writing, by writing expert Bryan A.
Garner, gives you the tools you need to express your ideas clearly and
persuasively so clients, colleagues, stakeholders, and partners will get
behind them. This book will help you: • Push past writer’s block •
Grab—and keep—readers’ attention • Earn credibility with tough
audiences • Trim the fat from your writing • Strike the right tone •
Brush up on grammar, punctuation, and usage
Page 2/16

Acces PDF Hbr Guide To Project Management Free Book
The one primer you need to launch, lead, and sponsor successful
projects. We're now living in the project economy. The number of
projects initiated in all sectors has skyrocketed, and project
management skills have become essential for every leader and
manager. Still, project failure rates remain extremely high. Why?
Leaders oversee too many projects and have too little visibility into
them. Project managers struggle to translate their hands-on, technical
knowledge up to senior management. The result? Worthy projects are
starved of time and resources and fail to deliver benefits, while too
much investment goes into the wrong projects. To compete in the
project economy, you need to close this gap. The HBR Project
Management Handbook shows you how. In this comprehensive guide,
project management expert Antonio Nieto-Rodriguez presents a new
and simple framework that will increase any project's likelihood of
success. Packed with case studies from many industries worldwide, it
will teach you how to manage your organization's projects, strategic
programs, and agile initiatives more effectively and push the best ones
ahead to completion. Timeless yet forward-looking, this book will help
you win in the project-driven world. In the HBR Project Management
Handbook you'll find: Everything you need to know about project
management in practical, nontechnical language A definitive
taxonomy of project types, from product launches to digital
transformations to megaprojects A road map for becoming an effective
project leader and executive sponsor A new, simple, and universal
project framework, the Project Canvas, that breaks down any project
into essential building blocks that can be easily understood by all
project stakeholders Original concepts and exclusive case studies from
public- and private-sector organizations worldwide You'll learn: A
common language for project managers and executives to run
successful projects across your organization When to use agile,
traditional, or hybrid methods in your projects The twelve principles of
successful projects, including purpose, agility, and a focus on
outcomes Techniques for selecting and advancing the best projects
and managing a strategic and balanced project portfolio How today's
projects will help address some of the most pressing global trends,
including automation, sustainability, diversity, and crisis management
Why project management needed to be reinvented and what the future
holds HBR Handbooks provide ambitious professionals with the
frameworks, advice, and tools they need to excel in their careers. With
step-by-step guidance, time-honed best practices, and real-life stories,
each comprehensive volume helps you to stand out from the
pack—whatever your role.
IS YOUR WORKLOAD SLOWING YOU—AND YOUR CAREER—DOWN?
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Your inbox is overflowing. You’re paralyzed because you have too much
to do but don’t know where to start. Your to-do list never seems to get
any shorter. You leave work exhausted but have little to show for it.
It’s time to learn how to get the right work done. In the HBR Guide to
Getting the Right Work Done, you’ll discover how to focus your time
and energy where they will yield the greatest reward. Not only will you
end each day knowing you made progress—your improved productivity
will also set you apart from the pack. Whether you’re a new
professional or an experienced one, this guide will help you: Prioritize
and stay focused Work less but accomplish more Stop bad habits and
develop good ones Break overwhelming projects into manageable
pieces Conquer e-mail overload Write to-do lists that really work
Don't let a fear of numbers hold you back. Today's business
environment brings with it an onslaught of data. Now more than ever,
managers must know how to tease insight from data--to understand
where the numbers come from, make sense of them, and use them to
inform tough decisions. How do you get started? Whether you're
working with data experts or running your own tests, you'll find
answers in the HBR Guide to Data Analytics Basics for Managers. This
book describes three key steps in the data analysis process, so you can
get the information you need, study the data, and communicate your
findings to others. You'll learn how to: Identify the metrics you need to
measure Run experiments and A/B tests Ask the right questions of
your data experts Understand statistical terms and concepts Create
effective charts and visualizations Avoid common mistakes
HBR Guide to Collaborative Teams (HBR Guide Series)
HBR Guides to Managing Your Career Collection (6 Books)
Lead Successful Projects
HBR Guide to Making Better Decisions
HBR Guide to Leading Teams (HBR Guide Series)
Projects are the engines that drive innovation from idea to commercialization. In fact,
the number of projects in most organizations today is expanding while operations is
shrinking. Yet, since many companies still focus on operational excellence and
efficiency, most projects fail--largely because conventional project management
concepts cannot adapt to a dynamic business environment. Moreover, top managers
neglect their company's project activity, and line managers treat all their projects
alike--as part of operations. Based on an unprecedented study of more than 600 projects
in a variety of businesses and organizations around the globe, "Reinventing Project
Management" provides a new and highly adaptive model for planning and managing
projects to achieve superior business results.
"You've got a great idea that will increase revenue or productivity--but how do you get
approval to make it happen? By building a business case that clearly shows its value.
Maybe you struggle to win support for projects because you're not sure what kind of
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data your stakeholders will trust, or naysayers always seem to shoot your ideas down at
the last minute. Or perhaps you're intimidated by analysis and number crunching, so you
just take a stab at estimating costs and benefits, with little confidence in your accuracy.
To get any idea off the ground at your company you'll have to make a strong case for it.
This guide gives you the tools to do that"-Break down the barriers to effective collaboration. For cross-functional projects to
work, you need to bring together diverse ideas and resources from across your
organization. But office politics, conflicting objectives, and lack of clear authority can
get in the way. The HBR Guide to Collaborative Teams provides practical tips and
advice to help you collaborate more effectively. Whether you're leading your own direct
reports or building a talented group from disparate parts of your organization, you'll
discover how to align others' goals and skills so you can solve problems as a team and
deliver great results. You'll learn to: Develop a shared purpose Bust departmental silos
Lead employees who don't report to you Overcome conflict and turf wars Prevent
collaborative overload and fatigue Use the right tools for virtual information sharing
Arm yourself with the advice you need to succeed on the job, with the most trusted brand
in business. Packed with how-to essentials from leading experts, the HBR Guides
provide smart answers to your most pressing work challenges.
Are you looking for an alternative to a career path at a big firm? Does founding your
own start-up seem too risky? There is a radical third path open to you: You can buy a
small business and run it as CEO. Purchasing a small company offers significant
financial rewards—as well as personal and professional fulfillment. Leading a firm
means you can be your own boss, put your executive skills to work, fashion a company
environment that meets your own needs, and profit directly from your success. But
finding the right business to buy and closing the deal isn't always easy. In the HBR
Guide to Buying a Small Business, Harvard Business School professors Richard Ruback
and Royce Yudkoff help you: Determine if this path is right for you Raise capital for
your acquisition Find and evaluate the right prospects Avoid the pitfalls that could
derail your search Understand why a "dull" business might be the best investment
Negotiate a potential deal with the seller Avoid deals that fall through at the last minute
Don't wait for someone else to manage your career. The days of HR-sponsored
development plans are over. Managing your career--and the skills you need to be
successful--is your responsibility. If you're looking to push yourself to the next level, it
can be hard to determine where to start. The HBR Guide to Your Professional Growth
will be your coach, transforming your abstract hopes and ideas into a concrete action
plan. No matter where you are in your career, this guide will help you: Assess your
current skills--and acquire new ones Elicit feedback you can use Set meaningful--and
achievable--goals Make time for learning Play to your strengths Identify your next
challenge Arm yourself with the advice you need to succeed on the job, from a source
you trust. Packed with how-to essentials from leading experts, the HBR Guides provide
smart answers to your most pressing work challenges.
HBR Guide to Remote Work
The 17 Skills Leaders Need to Stand Out
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The Harvard Business Review Manager's Handbook
HBR Guide to Performance Management (HBR Guide Series)
HBR Guide to Dealing with Conflict (HBR Guide Series)
You've been asked to manage a key project--or perhaps you've volunteered for
an assignment that could advance your career. So how do you make sure the
project succeeds? Managing Projects walks you quickly through the basics,
including: Drawing up a realistic schedule and project plan Monitoring key tasks
and benchmarks Communicating with stakeholders Bringing the project to a
close Don't have much time? Get up to speed fast on the most essential
business skills with HBR's 20-Minute Manager series. Whether you need a crash
course or a brief refresher, each book in the series is a concise, practical primer
that will help you brush up on a key management topic. Advice you can quickly
read and apply, for ambitious professionals and aspiring executives--from the
most trusted source in business. Also available as an ebook.
Find a way to work that works for you. The 9-to-5 office routine no longer exists.
Many employees have the option to work anywhere, any time. But how do you
find the flexible arrangement that's right for you? And how do you manage a
team when they're all working in different places and on different schedules? The
HBR Guide to Managing Flexible Work is filled with practical tips and advice to
help you and your team stay productive and connected, no matter when or where
you work. You'll learn how to: Set a flexible work schedule that meets your needs
Remain connected and visible Get more done̶in less time Make the most of
hybrid meetings Keep your team engaged, both in person and virtually Arm
yourself with the advice you need to succeed on the job, with the most trusted
brand in business. Packed with how-to essentials from leading experts, the HBR
Guides provide smart answers to your most pressing work challenges.
This big initiative could make or break this fiscal year--or your career. Managing a
successful strategic initiative may be the key to transforming your company--and
propelling your career forward. Yet running a cross-functional team on a highprofile project can present a multitude of challenges and risks, causing even the
most experienced manager to struggle. The HBR Guide to Managing Strategic
Initiatives provides practical tips and advice to help you manage all the stages of
an initiative's life cycle, from buy-in to launch to scaling up. You'll learn how to:
Win--and keep--support for your new initiative Move rapidly from approval to
implementation Assemble transformative, high-performing initiative teams
Maintain the confidence of sponsors and stakeholders Stay on schedule and
within budget Avoid initiative overload by killing projects that aren't meeting
business needs Keep multiple initiatives in strategic alignment Arm yourself with
the advice you need to succeed on the job, from a source you trust. Packed with
how-to essentials from leading experts, the HBR Guides provide smart answers
to your most pressing work challenges.
A guide to putting cognitive diversity to work Ever wonder what it is that makes
two people click or clash? Or why some groups excel while others fumble? Or
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how you, as a leader, can make or break team potential? Business Chemistry
holds the answers. Based on extensive research and analytics, plus years of
proven success in the field, the Business Chemistry framework provides a simple
yet powerful way to identify meaningful differences between peopleʼs working
styles. Who seeks possibilities and who seeks stability? Who values challenge
and who values connection? Business Chemistry will help you grasp where
others are coming from, appreciate the value they bring, and determine what they
need in order to excel. It offers practical ways to be more effective as an
individual and as a leader. Imagine you had a more in-depth understanding of
yourself and why you thrive in some work environments and flounder in others.
Suppose you had a clearer view on what to do about it so that you could always
perform at your best. Imagine you had more insight into what makes people tick
and what ticks them off, how some interactions unlock potential while others shut
people down. Suppose you could gain peopleʼs trust, influence them, motivate
them, and get the very most out of your work relationships. Imagine you knew
how to create a work environment where all types of people excel, even if they
have conflicting perspectives, preferences and needs. Suppose you could
activate the potential benefits of diversity on your teams and in your
organizations, improving collaboration to achieve the groupʼs collective potential.
Business Chemistry offers all of this--you donʼt have to leave it up to chance, and
you shouldnʼt. Let this book guide you in creating great chemistry!
The one primer you need to launch, lead, and sponsor successful projects. We're
now living in the project economy. As the number of projects initiated in both the
public and private sectors skyrockets, project management skills have become
essential for all leaders and managers. But despite this project boom, the failure
rate remains extremely high. Why? Leaders have too many projects and too little
visibility into them, and they lack the project implementation competencies
necessary to deliver their projects successfully. Project managers have the
technical skills, but they often have trouble translating their hands-on know-how
up to the leaders'-eye view. Worthy projects languish and fail to deliver benefits,
starved of resources, while too much investment is made in projects with less
merit or potential value. The HBR Project Management Handbook will help you
bridge this gap. In this comprehensive guide, project management expert Antonio
Nieto-Rodriguez presents a simple and intuitive framework that will increase any
project's likelihood of success. Packed with case studies from many industries
worldwide, you'll learn to more effectively navigate through your organization's
inventory of projects, programs, and strategic, and agile initiatives in order to
better select which ones to push forward and which to kill, as well as how they
should be prioritized and how you can ensure they're completed as planned.
Timeless yet forward-looking, the advice in this book will help you and your
organization thrive in the project-driven world. HBR Handbooks provide ambitious
professionals with the frameworks, advice, and tools they need to excel in their
careers. With step-by-step guidance, time-honed best practices, real-life stories,
Page 7/16

Acces PDF Hbr Guide To Project Management Free Book
and concise explanations of research published in Harvard Business Review,
each comprehensive volume helps you to stand out from the pack̶whatever
your role.
HBR Guide to Project Management (HBR Guide Series)
Why Some Leaders Build Exceptional Talent - and Others Don't
HBR Guide to Finance Basics for Managers (HBR Guide Series)
Digital̲Humanities
HBR Guide to Managing Flexible Work (HBR Guide Series)
There are four distinct types of managers. One performs much
worse than the rest, and one performs far better. Which type
are you? Based on a first-of-its-kind, wide-ranging global
study of over 9,000 people, analysts at the global research
and advisory firm Gartner were able to classify all managers
into one of four types: • Teacher managers, who develop
employees' skills based on their own expertise and direct
their development along a similar track to their own. •
Cheerleader managers, who give positive feedback while
taking a general hands-off approach to employee development.
• Always-on managers, who provide constant, frequent
feedback and coaching on all aspects of the employee's
performance. • Connector managers, who provide feedback in
their area of expertise while connecting employees to others
in the team or organization who are better suited to address
specific needs. Although the four types of managers are more
or less evenly distributed, the Connector manager
consistently outperforms the others by a significant margin.
Meanwhile, Always-on managers tend to see their employees
struggle to grow within the organization. Why is that?
Drawing on their groundbreaking data-driven research, as
well as in-depth case studies and extensive interviews with
managers and employees at companies like IBM, Accenture, and
eBay, the authors show what behaviors define a Connector
manager, and why they are able to build powerhouse teams.
They also show why other types of managers fail to be
equally effective, and how they can incorporate behaviors of
Connector managers in order to be more effective at building
teams.
The perfect gift for aspiring leaders: 16 volumes of HBR
Guide. This 16-volume, specially priced boxed set makes a
perfect gift for aspiring leaders looking for trusted advice
on such diverse topics as data analytics, negotiating,
business writing, and coaching. This set includes Persuasive
Presentations, Better Business Writing, Finance Basics, Data
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Analytics, Building Your Business Case, Making Every Meeting
Matter, Project Management, Emotional Intelligence, Getting
the Right Work Done, Negotiating, Leading Teams, Coaching
Employees, Performance Management, Delivering Effective
Feedback, Dealing with Conflict, and Managing Up and Across.
Arm yourself with the advice you need to succeed on the job,
from the most trusted brand in business. Packed with how-to
essentials from leading experts, the HBR Guides provide
smart answers to your most pressing work challenges Also
available as an ebook set.
Don't wait for someone else to manage your career. Career
paths are far from straightforward. HBR Guides to Managing
Your Career Collection offers the ideas and strategies to
help you take charge of your career and reach your highest
potential--both in and outside of work. Included in this sixbook set are HBR Guide to Your Professional Growth, HBR
Guide to Work-Life Balance, HBR Guide to Getting the
Mentoring You Need, HBR Guide to Managing Up and Across, HBR
Guide to Office Politics, and HBR Guide to Changing Your
Career. You'll learn how to: Clarify your professional
passions Think strategically about career changes Recognize
when it's time for a new challenge Find the right mentors to
help you grow and move ahead Set boundaries and manage your
time Deal with difficult managersNavigate your work culture
and its politics The workplace is a complex arena to
navigate, yet with advice from HBR's experts, you will be
able to surpass any professional obstacle. No matter where
you are in your career, the HBR Guides to Managing Your
Career Collection will help you plan your next steps and
push yourself forward to the next level.
Get your best work done, no matter where you do it. Video
calls from your couch. Project reports in a coffee shop.
Presentations at your kitchen table. Working remotely gives
you more flexibility in how and where you do your job. But
being part of a far-flung team can be challenging. How can
you make remote work work for you? The HBR Guide to Remote
Work provides practical tips and advice to help you stay
productive, avoid distractions, and collaborate with your
team, despite the distance that separates you. You'll learn
to: Create a regular work-from-home routine Identify the
right technology for your needs Run better virtual meetings
Avoid burnout and video-call fatigue Manage remote employees
Conduct difficult conversations when you can't meet in
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person Arm yourself with the advice you need to succeed on
the job, with the most trusted brand in business. Packed
with how-to essentials from leading experts, the HBR Guides
provide smart answers to your most pressing work challenges.
An introduction to the field of applied ontology with
examples derived particularly from biomedicine, covering
theoretical components, design practices, and practical
applications. In the era of “big data,” science is
increasingly information driven, and the potential for
computers to store, manage, and integrate massive amounts of
data has given rise to such new disciplinary fields as
biomedical informatics. Applied ontology offers a strategy
for the organization of scientific information in computertractable form, drawing on concepts not only from computer
and information science but also from linguistics, logic,
and philosophy. This book provides an introduction to the
field of applied ontology that is of particular relevance to
biomedicine, covering theoretical components of ontologies,
best practices for ontology design, and examples of
biomedical ontologies in use. After defining an ontology as
a representation of the types of entities in a given domain,
the book distinguishes between different kinds of ontologies
and taxonomies, and shows how applied ontology draws on more
traditional ideas from metaphysics. It presents the core
features of the Basic Formal Ontology (BFO), now used by
over one hundred ontology projects around the world, and
offers examples of domain ontologies that utilize BFO. The
book also describes Web Ontology Language (OWL), a common
framework for Semantic Web technologies. Throughout, the
book provides concrete recommendations for the design and
construction of domain ontologies.
Managing Projects (HBR 20-Minute Manager Series)
HBR Guide to Better Business Writing (HBR Guide Series)
The Harvard Business Review Project Management Handbook
Think Big, Buy Small, Own Your Own Company
HBR Guide to Getting the Right Work Done (HBR Guide Series)
MEET YOUR GOALS—ON TIME AND ON BUDGET. How do you rein in the
scope of your project when you’ve got a group of demanding
stakeholders breathing down your neck? And map out a schedule
everyone can stick to? And motivate team members who have
competing demands on their time and attention? Whether you’re
managing your first project or just tired of improvising, this
guide will give you the tools and confidence you need to define
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smart goals, meet them, and capture lessons learned so future
projects go even more smoothly. The HBR Guide to Project
Management will help you: Build a strong, focused team Break
major objectives into manageable tasks Create a schedule that
keeps all the moving parts under control Monitor progress toward
your goals Manage stakeholders’ expectations Wrap up your
project and gauge its success
Every day begins with the same challenge: too many tasks on your
to-do list and not enough time to accomplish them. Perhaps you
tell yourself to just buckle down and get it all done—skip
lunch, work a longer day. Maybe you throw your hands up,
recognize you can't do it all, and just begin fighting the
biggest fire or greasing the squeakiest wheel. And yet you know
how good it feels on those days when you're working at peak
productivity, taking care of difficult and meaty projects while
also knocking off the smaller tasks that have been hanging over
your head forever. Those are the times when your day didn't run
you—you ran your day. To have more of those days more often, you
need to discover what works for you given your strengths, your
preferences, and the things you must accomplish. Whether you're
an assistant or the CEO, whether you've been in the workforce
for 40 years or are just starting out, this guide will help you
be more productive. You'll discover different ways to: Motivate
yourself to work when you really don't want to Take on less, but
get more done Preserve time for your most important work Improve
your focus Make the most of small pockets of time between
meetings Set boundaries with colleagues—without alienating them
Take time off without tearing your hair out Arm yourself with
the advice you need to succeed on the job, with the most trusted
brand in business. Packed with how-to essentials from leading
experts, the HBR Guides provide smart answers to your most
pressing work challenges.
Are you a good boss—or a great one? Good bosses can handle the
day-to-day work of running a team. Great bosses go beyond that,
finding ways to help employees become better versions of
themselves as people and professionals. But as a manager, how do
you reach that next level? The HBR Guide to Being a Great Boss
contains practical tips and advice to help you become a more
well-rounded leader, one who sparks creativity, engagement,
collaboration, and growth in your team. You'll learn how to:
Magnify your people's strengths Create a welcoming, inclusive
culture Communicate effectively—and regularly—with your team
Challenge your people to grow beyond their current limits
Recognize and reward good work Establish yourself as a
trustworthy leader and colleague Arm yourself with the advice
you need to succeed on the job, with the most trusted brand in
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business. Packed with how-to essentials from leading experts,
the HBR Guides provide smart answers to your most pressing work
challenges.
The Harvard Business Review Project Management Collection is for
anyone serious about project management. Project Management for
Profit shows every company owner and project manager—at
businesses large and small—how to run projects differently.
Reinventing Project Management, based on an unprecedented study
of more than 600 projects in a variety of businesses and
organizations around the globe, provides a new and highly
adaptive model for planning and managing projects to achieve
superior business results. Also included in this collection are
Managing Projects Large and Small, which will walk you through
every step of project oversight from start to finish, and the
HBR Guide to Project Management, which will help you: build a
strong, focused team, break major objectives into manageable
tasks, create a schedule that keeps all the moving parts under
control, monitor progress toward your goals, manage
stakeholders' expectations, and wrap up your project and gauge
its success.
ARE YOUR WORKING RELATIONSHIPS WORKING AGAINST YOU? To achieve
your goals and get ahead, you need to rally people behind you
and your ideas. But how do you do that when you lack formal
authority? Or when you have a boss who gets in your way? Or when
you’re juggling others’ needs at the expense of your own? By
managing up, down, and across the organization. Your success
depends on it, whether you’re a young professional or an
experienced leader. The HBR Guide to Managing Up and Across will
help you: Advance your agenda—and your career—with smarter
networking Build relationships that bring targets and deadlines
within reach Persuade decision makers to champion your
initiatives Collaborate more effectively with colleagues Deal
with new, challenging, or incompetent bosses Navigate office
politics
How to Launch, Lead, and Sponsor Successful Projects
Harvard Business Review Guides Ultimate Boxed Set (16 Books)
Communicate and Manage Any Project With A Single Sheet of Paper
HBR Guide to Managing Stress at Work
A visionary report on the revitalization of the liberal arts tradition
in the electronically inflected, design-driven, multimedia language of
the twenty-first century. Digital_Humanities is a compact, gamechanging report on the state of contemporary knowledge production.
Answering the question “What is digital humanities?,” it provides an
in-depth examination of an emerging field. This collaboratively
authored and visually compelling volume explores methodologies and
techniques unfamiliar to traditional modes of humanistic
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inquiry—including geospatial analysis, data mining, corpus
linguistics, visualization, and simulation—to show their relevance for
contemporary culture. Written by five leading practitioner-theorists
whose varied backgrounds embody the intellectual and creative
diversity of the field, Digital_Humanities is a vision statement for
the future, an invitation to engage, and a critical tool for
understanding the shape of new scholarship.
Great teams don’t just happen. How often have you sat in team meetings
complaining to yourself, “Why does it take forever for this group to
make a simple decision? What are we even trying to achieve?” As a team
leader, you have the power to improve things. It’s up to you to get
people to work well together and produce results. Written by team
expert Mary Shapiro, the HBR Guide to Leading Teams will help you
avoid the pitfalls you’ve experienced in the past by focusing on the
often-neglected people side of teams. With practical exercises,
guidelines for structured team conversations, and step-by-step advice,
this guide will help you: Pick the right team members Set clear, smart
goals Foster camaraderie and cooperation Hold people accountable
Address and correct bad behavior Keep your team focused and motivated
DON’T LET YOUR FEAR OF FINANCE GET IN THE WAY OF YOUR SUCCESS Can you
prepare a breakeven analysis? Do you know the difference between an
income statement and a balance sheet? Or understand why a business
that’s profitable can still go belly-up? Has your grasp of your
company’s numbers helped—or hurt—your career? Whether you’re new to
finance or you just need a refresher, this go-to guide will give you
the tools and confidence you need to master the fundamentals, as all
good managers must. The HBR Guide to Finance Basics for Managers will
help you: Learn the language of finance Compare your firm’s financials
with rivals’ Shift your team’s focus from revenues to profits Assess
your vulnerability to industry downturns Use financial data to defend
budget requests Invest smartly through cost/benefit analysis
How to manage any project on just one piece of paper The New One-Page
Project Manager demonstrates how to efficiently and effectively
communicate essential elements of a project's status. The hands of a
pocket watch reveal the time of day without following every spring,
cog, and movement behind the face. Similarly, an OPPM template reduces
any project—no matter how large or complicated—to a simple one-page
document, perfect for communicating to upper management and other
project stakeholders. Now in its Second Edition, this practical guide,
currently saving time and effort in thousands of organizations
worldwide, has itself been simplified, then refined and extended to
include the innovative AgileOPPMTM. This Second Edition will include
new material and updates including an introduction of the groundbreaking AgileOPPMTM and an overview of MyOPPMTM template builder,
available on-line Includes references throughout the book to the
affiliated sections in the Project Management Body of Knowledge
(PMBOK®) Shows templates for the Project Management Office (PMO) This
new and updated Second Edition will help you master the one-page
approach to both traditional project management and Agile project
management. (PMBOK is a registered marks of the Project Management
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Institute, Inc.)
HBR Guide to Project Management (HBR Guide Series)Harvard Business
Press
HBR Guide to Being More Productive (HBR Guide Series)
HBR Guide to Managing Strategic Initiatives
HBR Guide to Being a Great Boss
HBR's 10 Must Reads on Managing Yourself (with bonus article "How Will
You Measure Your Life?" by Clayton M. Christensen)
The Connector Manager

No More Headaches, Hypertension, or Heartburn If your work
involves projects, then this book is for you. It will show every
company owner and project manager—at businesses large and
small—how to run projects differently. You’ll benefit if you’ve
ever: • been over budget on a project • exceeded a timeline on a
project • worked on a project that completely stalled as you
neared the finish line • lost money on a sure-thing project and
had no idea why • noticed that scope and feature creep held you
back • watched a project take three times as long as planned •
felt too embarrassed to perform a review of your successes and
failures • wondered whether your project actually made any money
By the time you finish the book, you’ll be ready to implement
Project Management for Profit in your own company—and be
prepared to keep your projects on track and on budget.
If you manage a team, you need to be able to measure and manage
their performance. From establishing a performance review cycle
and building toward your year-end assessment, to providing
individual feedback and coaching and establishing group cohesion
and accountability, this collection teaches you the skills you
need to inspire your team to greater success. This specially
priced four-volume set includes books from the HBR Guide series
on the topics of Performance Management, Coaching Employees,
Delivering Effective Feedback, and Leading Teams. You'll learn
how to: Set--and adapt--employee and team goals Assess
performance fairly Coach your employees through tough situations
React calmly if someone gets defensive when you deliver feedback
Create plans for individual development Rethink how you use
performance ratings Avoid burnout on your team Foster group
camaraderie and cooperation Hold your team accountable Arm
yourself with the advice you need to succeed on the job, with
the most trusted brand in business. Packed with how-to
essentials from leading experts, the HBR Guides provide smart
answers to your most pressing work challenges.
Are your employees meeting their goals? Is their work improving
over time? Understanding where your employees are succeeding—and
falling short—is a pivotal part of ensuring you have the right
talent to meet organizational objectives. In order to work with
your people and effectively monitor their progress, you need a
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system in place. The HBR Guide to Performance Management
provides a new multi-step, cyclical process to help you keep
track of your employees' work, identify where they need to
improve, and ensure they're growing with the organization.
You'll learn to: Set clear employee goals that align with
company objectives Monitor progress and check in regularly Close
performance gaps Understand when to use performance analytics
Create opportunities for growth, tailored to the individual
Overcome and avoid burnout on your team Arm yourself with the
advice you need to succeed on the job, with the most trusted
brand in business. Packed with how-to essentials from leading
experts, the HBR Guides provide smart answers to your most
pressing work challenges.
The path to your professional success starts with a critical
look in the mirror. If you read nothing else on managing
yourself, read these 10 articles (plus the bonus article “How
Will You Measure Your Life?” by Clayton M. Christensen). We've
combed through hundreds of Harvard Business Review articles to
select the most important ones to help you maximize yourself.
HBR's 10 Must Reads on Managing Yourself will inspire you to:
Stay engaged throughout your 50+-year work life Tap into your
deepest values Solicit candid feedback Replenish physical and
mental energy Balance work, home, community, and self Spread
positive energy throughout your organization Rebound from tough
times Decrease distractibility and frenzy Delegate and develop
employees' initiative This collection of best-selling articles
includes: bonus article “How Will You Measure Your Life?” by
Clayton M. Christensen, "Managing Oneself," "Management Time:
Who's Got the Monkey?" "How Resilience Works," "Manage Your
Energy, Not Your Time," "Overloaded Circuits: Why Smart People
Underperform," "Be a Better Leader, Have a Richer Life,"
"Reclaim Your Job," "Moments of Greatness: Entering the
Fundamental State of Leadership," "What to Ask the Person in the
Mirror," and "Primal Leadership: The Hidden Driver of Great
Performance."
Learn how to make better; faster decisions. You make decisions
every day--from prioritizing your to-do list to choosing which
long-term innovation projects to pursue. But most decisions
don't have a clear-cut answer, and assessing the alternatives
and the risks involved can be overwhelming. You need a smarter
approach to making the best choice possible. The HBR Guide to
Making Better Decisions provides practical tips and advice to
help you generate more-creative ideas, evaluate your
alternatives fairly, and make the final call with confidence.
You'll learn how to: Overcome the cognitive biases that can skew
your thinking Look at problems in new ways Manage the trade-offs
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between options Balance data with your own judgment React
appropriately when you've made a bad choice Communicate your
decision--and overcome any resistance Arm yourself with the
advice you need to succeed on the job, from a source you trust.
Packed with how-to essentials from leading experts, the HBR
Guides provide smart answers to your most pressing work
challenges.
HBR Guide to Project Management
A Failsafe Guide to Keeping Projects On Track and On Budget
Project Management for Profit
HBR Guide to Thinking Strategically (HBR Guide Series)
HBR Guide to Data Analytics Basics for Managers (HBR Guide
Series)
We all wish we could sharpen key management skills like writing more
effective emails or proposals, focusing to-do lists on what really matters,
giving more persuasive presentations, or dealing with a boss who makes
you want to scream. But who has the time? The HBR Guides can help.
Building Ontologies with Basic Formal Ontology
Practical Magic for Crafting Powerful Work Relationships
The Diamond Approach To Successful Growth And Innovation
HBR Guide to Managing Up and Across (HBR Guide Series)
HBR Guide to Getting the Mentoring You Need
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