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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 a project plan; Managing Time helps you to figure out where all 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.

Get up to speed fast on essentia business skills. Whether you' re looking for a crash course or a brief
refresher, you'll find just what you need in HBR’ s 20-Minute Manager series—foundational reading for
ambitious professionals and aspiring executives. Each book isa concise, practical primer, so you'll have time
to brush up on avariety of key management topics. Advice you can quickly read and apply, from the most
trusted source in business.
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From reader reviews:
Mary Davis:

Throughout other case, little individuals like to read book HBR 20-Minute Manager Boxed Set (10 Books)
(HBR 20-Minute Manager Series). Y ou can choose the best book if you like reading a book. Providing we
know about how isimportant a book HBR 20-Minute Manager Boxed Set (10 Books) (HBR 20-Minute
Manager Series). Y ou can add information and of course you can around the world by a book. Absolutely
right, due to the fact from book you can learn everything! From your country until foreign or abroad you will
end up known. About simple factor until wonderful thing you could know that. In this era, we can easily
open abook or perhaps searching by internet gadget. It is called e-book. Y ou can use it when you feel bored
to go to thelibrary. Let's go through.

Sandra M aes;

As people who live in the modest era should be upgrade about what going on or info even knowledge to
make these people keep up with the erathat is always change and move ahead. Some of you maybe will
certainly update themselves by reading books. It is a good choice for yourself but the problems coming to an
individua isyou don't know what one you should start with. This HBR 20-Minute Manager Boxed Set (10
Books) (HBR 20-Minute Manager Series) is our recommendation to help you keep up with the world. Why,
because book serves what you want and want in this era.

Robert Spann:

As a student exactly feel bored to reading. If their teacher asked them to go to the library or to make
summary for some publication, they are complained. Just small students that has reading's internal or real
their interest. They just do what the professor want, like asked to the library. They go to generally there but
nothing reading really. Any students fedl that looking at is not important, boring and can't see colorful photos
on there. Yeah, it is being complicated. Book is very important for you. Aswe know that on this age, many
ways to get whatever we wish. Likewise word says, many ways to reach Chinese's country. Therefore, this
HBR 20-Minute Manager Boxed Set (10 Books) (HBR 20-Minute Manager Series) can make you sense
more interested to read.

Alisa Gordon:

Reading a e-book make you to get more knowledge from that. Y ou can take knowledge and information
from your book. Book is composed or printed or created from each source in which filled update of news. In
this modern eralike currently, many ways to get information are available for you. From media socia like
newspaper, magazines, science book, encyclopedia, reference book, novel and comic. Y ou can add your
understanding by that book. Isn't it time to spend your spare time to open your book? Or just looking for the
HBR 20-Minute Manager Boxed Set (10 Books) (HBR 20-Minute Manager Series) when you essential it?
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