Two new books from the IEEE PRESS
to help vou advance in your career

BEING THE BOSS: THE CRAFT OF MANAGING PEOPLE
provides down-to-earth guidance on how you can become a more
effective manager. Topics include: strategies for managing people;
how to set and revise goals and objectives; helping subordinates
learn and develop; communicating with subordinates; promoting
people; methods of motivation; appraising employees; interview-
ing; defining a job; employees with personal problems; effective
discipline; firing an employee; applying the four steps in the “Fun-
damental Cycles of Management.”

Here is a complete reference manual for middle- and lower-
level managers, new managers learning the ropes and for upper-
level managers as a “refresher.” Or as a gift to that special manager
you know.

EFFECTIVE MEETINGS FOR BUSY PEOPLE: LET'S
DECIDE IT AND GO HOME pinpoints the problems of unsuc-
cessful meetings and provides a methodology to make them effec-
tive, interesting, and profitable for all concerned. The techniques it
explains can be successfully applied in just about any kind of par-
ticipatory decision-making situation.

The book demonstrates how to improve interpersonal communica-
tion within meetings; shows ways to make meetings more enjoy-
able; upsets some established traditions about meetings, opening
the way to new concepts, ideas, and techniques; spotlights just
what needs to be done in meetings — and what should NOT be
done.

ORDER YOUR COPIES OF THESE BOOKS TODAY—WHILE SUPPLIES LAST!
’ USE THE CONVENIENT ORDER FORM BELOW
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