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HBR Guide to Office Politics Harvard Business Press

A Wall Street Journal Bestseller "...this guide provides readers
with much more than just early careers advice; it can help
everyone from interns to CEOs." — a Financial Times top title
You've landed a job. Now what? No one tells you how to navigate
your first day in a new role. No one tells you how to take
ownership, manage expectations, or handle workplace politics. No
one tells you how to get promoted. The answers to these
professional unknowns lie in the unspoken rules—the certain ways
of doing things that managers expect but don't explain and that
top performers do but don't realize. The problem is, these rules
aren't taught in school. Instead, they get passed down over
dinner or from mentor to mentee, making for an unlevel playing
field, with the insiders getting ahead and the outsiders stumbling
along through trial and error. Until now. In this practical guide,
Gorick Ng, a first-generation college student and Harvard career
adviser, demystifies the unspoken rules of work. Ng distills the
wisdom he has gathered from over five hundred interviews with
professionals across industries and job types about the biggest
mistakes people make at work. Loaded with frameworks,
checklists, and talking points, the book provides concrete
strategies you can apply immediately to your own situation and
will help you navigate inevitable questions, such as: How do |
manage my time in the face of conflicting priorities? How do |
build relationships when I’'m working remotely? How do | ask for
help without looking incompetent or lazy? The Unspoken Rules is
the only book you need to perform your best, stand out from your
peers, and set yourself up for a fulfilling career.

A Guide to Navigating Office Politics Effectively and Ethically. (And
Yes, it is Possible.) Harvard Business Press

Don’t let destructive drama sideline your career. Every
organization has its share of political drama: Personalities clash.
Agendas compete. Turf wars erupt. But you need to work
productively with your colleagues—even difficult ones—for the
good of your organization and your career. How can you do that
without compromising your personal values? By acknowledging
that power dynamics and unwritten rules exist—and navigating
them constructively. The HBR Guide to Office Politics will help you
succeed at work without being a power grabber or a corporate
climber. Instead you’ll cultivate a political strategy that’s
authentic to you. You'll learn how to: Gain influence without losing
your integrity Contend with backstabbers and bullies Work
through tough conversations Manage tensions when resources
are scarce Get your share of choice assignments Accept that not
all conflict is bad 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 Office Politics Harvard Business Review Press
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 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.

HBR Guide to Leading Teams (HBR Guide Series) KR Publishing
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

HBR Guide to Better Business Writing (HBR Guide Series) Harvard
Business Review Press

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

It's All Politics HBR Guide to Office Politics

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.

Leaders Eat Last Harvard Business Press

Emotional intelligence has been shown to be more important than
other competencies in determining outstanding leadership.
Emotions drive some of our most critical professional interactions-
-whether you're inspiring your team to higher performance,
persuading your boss to see something from your point of view,
dealing with difficult colleagues, or managing your own stress
level. Indeed, knowing how to manage emotions has become one
of the crucial criteria in hiring and promotion. This specially priced
five-volume set includes books from the HBR Guide series on the
topics of Emotional Intelligence, Office Politics, Dealing with
Conflict, Managing Stress at Work, and Managing Up and Across.
You'll learn how to: Monitor and channel your moods and
reactions Determine your emotional intelligence strengths and
weaknesses Deal with difficult people Understand when to resolve
a conflict head-on--and when to let it go Influence others across
the organization Build supportive alliances with coworkers and
colleagues Handle workplace stress in productive ways 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 Getting the Right Work Done (HBR Guide Series)
Harvard Business Review Press

You never dreamed being the boss would be so hard. You're
caught in a web of conflicting expectations from subordinates,
your supervisor, peers, and customers. You're not alone. As Linda
Hill and Kent Lineback reveal in Being the Boss, becoming an
effective manager is a painful, difficult journey. It's trial and error,
endless effort, and slowly acquired personal insight. Many
managers never complete the journey. At best, they just learn to
get by. At worst, they become terrible bosses. This new book
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explains how to avoid that fate, by mastering three imperatives: -
Manage yourself: Learn that management isn't about getting
things done yourself. It's about accomplishing things through
others. - Manage a network: Understand how power and influence
work in your organization and build a network of mutually
beneficial relationships to navigate your company's complex
political environment. - Manage a team: Forge a high-performing
"we" out of all the "I"s who report to you. Packed with compelling
stories and practical guidance, Being the Boss is an indispensable
guide for not only first-time managers but all managers seeking
to master the most daunting challenges of leadership.

Secrets to Starting Your Career Off Right Harvard Business
Press

In his defining work on emotional intelligence, bestselling author
Daniel Goleman found that it is twice as important as other
competencies in determining outstanding leadership. If you read
nothing else on emotional intelligence, read these 10 articles by
experts in the field. We've combed through hundreds of articles in
the Harvard Business Review archive and selected the most
important ones to help you boost your emotional skills—and your
professional success. This book will inspire you to: Monitor and
channel your moods and emotions Make smart, empathetic
people decisions Manage conflict and regulate emotions within
your team React to tough situations with resilience Better
understand your strengths, weaknesses, needs, values, and goals
Develop emotional agility This collection of articles includes:
“What Makes a Leader” by Daniel Goleman, “Primal Leadership:
The Hidden Driver of Great Performance” by Daniel Goleman,
Richard Boyatzis, and Annie McKee, “Why It’s So Hard to Be Fair”
by Joel Brockner, “Why Good Leaders Make Bad Decisions” by
Andrew Campbell, Jo Whitehead, and Sydney Finkelstein,
“Building the Emotional Intelligence of Groups” by Vanessa Urch
Druskat and Steve B. Wolff, “The Price of Incivility: Lack of
Respect Hurts Morale—and the Bottom Line” by Christine Porath
and Christine Pearson, “How Resilience Works” by Diane Coutu,
“Emotional Agility: How Effective Leaders Manage Their Negative
Thoughts and Feelings” by Susan David and Christina Congleton,
“Fear of Feedback” by Jay M. Jackman and Myra H. Strober, and
“The Young and the Clueless” by Kerry A. Bunker, Kathy E. Kram,
and Sharon Ting.

HBR Guides to Performance Management Collection (4
Books) (HBR Guide Series) Harvard Business Press

Use design thinking for competitive advantage. If you read
nothing else on design thinking, read these 10 articles. We've
combed through hundreds of Harvard Business Review articles
and selected the most important ones to help you use design
thinking to produce breakthrough innovations and transform your
organization. This book will inspire you to: Identify customers'
"jobs to be done" and build products people love Fail small, learn
quickly, and win big Provide the support design-thinking teams
need to flourish Foster a culture of experimentation Sharpen your
own skills as a design thinker Counteract the biases that
perpetuate the status quo and thwart innovation Adopt best
practices from design-driven powerhouses This collection of
articles includes "Design Thinking," by Tim Brown; "Why Design
Thinking Works," by Jeanne M. Liedtka; "The Right Way to Lead
Design Thinking," by Christian Bason and Robert D. Austin;
"Design for Action," by Tim Brown and Roger L. Martin; "The
Innovation Catalysts," by Roger L. Martin; “Know Your Customers'
'Jobs to Be Done,"" by Clayton M. Christensen, Taddy Hall, Karen
Dillon, and David S. Duncan; "Engineering Reverse Innovations,"
by Amos Winter and Vijay Govindarajan; "Strategies for Learning
from Failure," by Amy C. Edmondson; "How Indra Nooyi Turned
Design Thinking into Strategy," by Indra Nooyi and Adi Ignatius,
and "Reclaim Your Creative Confidence," by Tom Kelley and David
Kelley. HBR's 10 Must Reads paperback series is the definitive
collection of books for new and experienced leaders alike.
Leaders looking for the inspiration that big ideas provide, both to
accelerate their own growth and that of their companies, should
look no further. HBR's 10 Must Reads series focuses on the core
topics that every ambitious manager needs to know: leadership,
strategy, change, managing people, and managing yourself.
Harvard Business Review has sorted through hundreds of articles
and selected only the most essential reading on each topic. Each
title includes timeless advice that will be relevant regardless of an
ever-changing business environment.

Managing Your Career (HBR Working Parents Series) Harvard
Business Press

Every organization has its share of political drama: Personalities
clash. Agendas compete. Turf wars erupt. But you need to work
productively with your colleagues—even the challenging
ones—for the good of your organization and your career. How can
you do that without compromising your integrity? By
acknowledging that power dynamics and unwritten rules
exist—and constructively navigating them. Whether you're a new
professional or an experienced one, this guide will teach you how
to: (1) Build relationships with difficult people, (2) gain allies and
increase your sphere of influence, (3) wrangle resources, (4)
move up without alienating your colleagues, (5) avoid power
games and petty rivalries, and (6) claim credit when it's due.
HBR Guide to Managing Stress at Work Harvard Business Press
From It’s All Politics Like business in general, politics is not a

spectator sport. You cannot afford to be apolitical at work if you
have any aspirations for advancement. The only way to avoid
politics is to avoid people—by finding an out-of-the-way corner
where you can do your job. Of course, it's the same job you'll
likely be doing for the rest of your career. In any job, when you
reach a certain level of technical competence, politics is what
makes all the difference with regard to success. At that point, it is
indeed all politics. Everyday brilliant people take a backseat to
their politically adept colleagues by failing to win crucial support
for their ideas. Sometimes politics involves going around or
bending rules, but more typically it's about positioning your ideas
in a favorable light, and knowing what to say, and how and when
to say it.... Keep in mind that people benefit from perpetuating
the image of politics as something you either know or you don't.
Ignore them. Political acumen is largely learned from observation.
And then it's a matter of practice, practice, practice. When a
journalist suggested that golfing great Gary Player was very
lucky, he replied: “It’s funny, but the more | practice, the luckier |
get.” The same is true of politics. An indispensable guide to
mastering the ins and outs of office politics—the single most
important factor in getting ahead in your career As management
professor and consultant Kathleen Reardon explains in her new
book, It's All Politics, talent and hard work alone will not get you
to the top. What separates the winners from the losers in
corporate life is politics. As Reardon explains, the most talented
and accomplished employees often take a backseat to their
politically adept coworkers, losing ground in the race to get
ahead—sometimes even losing their jobs. Why? Because they’ve
failed to manage the important relationships with the people who
can best reward their creativity and intelligence. To determine
whether you need a crash course in Office Politics 101, ask
yourself the following questions: Do | get credit for my ideas? Do |
know how to deal with a difficult colleague? Do | get the plum
assignments? Do | have a mentor? Do | say no gracefully and pick
my battles wisely? Am | in the loop? Reardon has interviewed
hundreds of employees, from successful veterans to aspiring
hopefuls, examining why some people who work hard and
effectively at their jobs fall behind, while those who are adept at
“reading the office tea leaves” forge ahead. Being politically
savvy doesn’t mean being unethical or devious. At heart, it's
about listening to and relating to others, and making choices that
advance everyone’'s goals. Like it or not, when it comes to work,
it's all politics. And politics is all about knowing what to say, when
to say it, and who to say it to.

HBR Guide to Collaborative Teams (HBR Guide Series) HBR
Guide

Your stomach's churning; you're hyperventilating -- you're in a
badly deteriorating conversation at work. Such exchanges, which
run the gamut from firing subordinates to parrying verbal attacks
from colleagues, are so loaded with anger, confusion, and fear
that most people handle them poorly: they avoid them, clamp
down, or give in. But dodging issues, appeasing difficult people,
and mishandling tough encounters all carry a high price for
managers and companies -- in the form of damaged relationships,
ruined careers, and intensified problems. In Failure to
Communicate, Holly Weeks shows how to master the combat
mentality, emotional maelstrom, and confusion that poison
difficult conversations. Drawing on her many years as a
consultant and coach to leaders and executives, the author
explains: - Why we turn to ineffective tactics when the heat is on -
How to avoid the worst pitfalls of difficult conversations, and how
to pull yourself out if you fall in - Ways to regain your balance and
inject respect into stressful conversations, even when you've
been confronted, infuriated, or wronged - Strategies for mitigating
aggression and defensiveness, and for clearing the fog of
misconceptions - How to get through the hardest conversations
with your reputation and relationships intact Using proven
techniques paired with detailed real-life examples, Weeks equips
you with the strategies and practices you need to transform even
the toughest conversations.

HBR Guide for Women at Work (HBR Guide Series) Harvard
Business Press

Get Ahead, Gain Influence, Get What You Want Office politics are
an unavoidable fact of life in every workplace. To accomplish your
personal and business goals, you must learn to successfully play
the political game in your organization. Whether you are a new
player or a seasoned veteran, Secrets to Winning at Office Politics
can help you increase your personal power without compromising
your integrity or taking advantage of others. This smart, practical
guide shows you how to stop wasting energy on things you can't
change and start taking steps to get what you want. Written by
an organizational psychologist and corporate consultant, Marie G.
Mcintyre's Secrets to Winning at Office Politics uses real-life
examples of political winners and losers to illustrate the behaviors
that contribute to success or failure at work. You will be shown
techniques for managing your boss more effectively, improving
your influence skills, changing the way you are perceived, and
dealing with difficult people. Using these proven strategies for
political success, you will then be able to create a Political Game
Plan that outlines the steps necessary to accomplish your own
individual goals.

Working Identity Harvard Business Press

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
Unconventional Strategies for Reinventing Your Career Harvard
Business Press

IS YOUR WORKLOAD SLOWING YOU—AND YOUR CAREER—DOWN?
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
HBR Guide to Finance Basics for Managers (HBR Guide
Series) Penguin

Have the career you want—without putting your family last.
Setting and achieving professional goals are complicated when
you're managing a career and a family. How do you get ahead
when sometimes it's a struggle just to get through the day?
Managing Your Career provides the expert advice and practical
solutions you need to help you find a way forward, whether you're
taking time off, staying steady, reentering the workforce, or
looking to advance. You'll learn to: Define what a meaningful
career means to you Set individual and family goals—and make
progress on them Explore company benefits that support your
career and your role as caregiver Focus your limited time for
professional development Build support systems to get you
through The HBR Working Parents Series with Daisy Dowling,
Series Editor, supports readers as you anticipate challenges, learn
how to advocate for yourself more effectively, juggle your
impossible schedule, and find fulfillment at home and at work.
Whether you're up with a newborn or planning the future with
your teen, you'll find the practical tips, strategies, and research
you need to make working parenthood work for you.

Running Meetings (HBR 20-Minute Manager Series)
Harvard Business Press

Stop searching for purpose. Build it. We're living through a crisis
of purpose. Surveys indicate that people are feeling less
connected to the meaning of their work, asking, "How do | find my
purpose?" That's the wrong question. You don't find your
purpose—you build it. The HBR Guide to Crafting Your Purpose
debunks three common myths about purpose: that purpose is
found, that you have only one, and that it stays the same over
time. Packed with stories, tips, and activities, this book teaches
you how to cultivate more meaning in your life and work and
endow everything you do with purpose. You'll learn how to: Find
the reason behind your work Identify what makes you feel happy
and fulfilled Use job crafting to transform your role Build positive,
fulfilling relationships Connect your work to service 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 Getting the Mentoring You Need Harvard Business
Press

While some of us enjoy a lively debate with colleagues and others
prefer to suppress our feelings over 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
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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.

Why Some Teams Pull Together and Others Don't Harvard
Business Press

If you manage a team, you need to be able to measure and
manage their performance. From establishing a performance
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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.
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