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You'll get up to speed fast on the most essential business skills with this set of concise, practical primers.
Finance Basics explains the fundamentals of corporate finance—and its jargon; Running Meetings gives
you the tools and checklists you need to keep your meetings effective and efficient; Presentations helps you
create and deliver a persuasive performance, fast; Managing Projects shows you how to set up and execute
on aproject plan; Managing Time helps you to figure out where al the minutes of your day are going—and
how to get them under control; Getting Work Done helps you to use each of those minutes more
productively; Creating Business Plans shows you how to present the risks and rewards of your ideg;
Managing Up helps you to build your relationship with your boss; Delegating Work shows you how to hand
work off right; and Giving Effective Feedback teaches you how to make potentially difficult confrontations
and turn them into productive conversations. This 10-volume, specially priced boxed set makes a perfect gift
for aspiring leaders who are short on time but need advice fast.

Don't have much time? Get up to speed fast on the most essential business skillswith HBR's 20-Minute
Manager series. Whether you need a crash course or a brief refresher, each book in the seriesis 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.
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From reader reviews:
Steven Tran:

Nowadays reading books are more than want or need but also turninto alife style. This reading behavior
give you lot of advantages. Advantages you got of course the knowledge even the information inside the
book thisimprove your knowledge and information. The knowledge you get based on what kind of book you
read, if you want send more knowledge just go with education and learning books but if you want truly feel
happy read one together with theme for entertaining for example comic or novel. The actual HBR 20-Minute
Manager Boxed Set (10 Books) (HBR 20-Minute Manager Series) is kind of book which is giving the reader
erratic experience.

Pierre Taylor:

The e-book with title HBR 20-Minute Manager Boxed Set (10 Books) (HBR 20-Minute Manager Series)
includes alot of information that you can understand it. Y ou can get alot of advantage after read this book.
This specific book exist new expertise the information that exist in this book represented the condition of the
world today. That isimportant to yo7u to know how the improvement of the world. This particular book will
bring you within new era of the globalization. Y ou can read the e-book in your smart phone, so you can read
it anywhere you want.

James Rogers:

Isit an individual who having spare time subsequently spend it whole day by means of watching television
programs or just lying down on the bed? Do you need something new? This HBR 20-Minute Manager Boxed
Set (10 Books) (HBR 20-Minute Manager Series) can be the response, oh how comes? A fresh book you
know. Y ou are and so out of date, spending your extratime by reading in this completely new erais common
not a geek activity. So what these textbooks have than the others?

Ester Beckles:

As a college student exactly feel bored to help reading. If their teacher asked them to go to the library or
make summary for some guide, they are complained. Just tiny students that has reading's heart and soul or
rea their interest. They just do what the instructor want, like asked to the library. They go to at thistime
there but nothing reading critically. Any students feel that looking at is not important, boring in addition to
can't see colorful pictureson there. Yeah, it isto get complicated. Book is very important for you. Aswe
know that on this era, many ways to get whatever we wish. Likewise word says, ways to reach Chinese's
country. So , thisHBR 20-Minute Manager Boxed Set (10 Books) (HBR 20-Minute Manager Series) can
make you truly feel more interested to read.
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