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Fulfil your workplace potential with this indispensable handbook.

Written by a team of experts, Business Skills All-in-One For Dummies is your complete guide to perfecting
your communication, management and organizational skills. Inside you'll find simple techniques for
improving your performance at work - everything from presentation skills, project management, persuading
and influencing people, motivating (yourself and others!), managing your workload, managing a team and
much more. No other book offers you this much in one volume. It's like having a whole team of business,
communication and management experts sitting on your bookshelf...but much less crowded!

Inside you'll find 4 books in 1:

Book I: Communicating Effectively (covering communication, presentations, body language, confidence,●

persuasion & influence)
Book II: Building Your Commercial Acumen (covering accounting and budgeting, technology, selling,●

negotiation)
Book III: Managing and Leading Others (recruiting, working in teams and groups, dealing with ethics and●

office politics, coaching, leadership)
Book IV: Increasing Productivity and Performance (time management, project management, achieving●

goals, motivation, managing stress, organising time, managing meetings and dealing with emails).
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From reader reviews:

Betty Lavery:

Do you have favorite book? In case you have, what is your favorite's book? Publication is very important
thing for us to learn everything in the world. Each book has different aim as well as goal; it means that
publication has different type. Some people feel enjoy to spend their time and energy to read a book. They
are really reading whatever they take because their hobby is reading a book. Consider the person who don't
like looking at a book? Sometime, man or woman feel need book whenever they found difficult problem or
exercise. Well, probably you will need this Business Skills All-in-One For Dummies.

Maurice Miller:

Inside other case, little persons like to read book Business Skills All-in-One For Dummies. You can choose
the best book if you appreciate reading a book. As long as we know about how is important any book
Business Skills All-in-One For Dummies. You can add understanding and of course you can around the
world by just a book. Absolutely right, because from book you can realize everything! From your country
until finally foreign or abroad you may be known. About simple factor until wonderful thing you could know
that. In this era, we could open a book or maybe searching by internet system. It is called e-book. You can
utilize it when you feel bored stiff to go to the library. Let's learn.

Arturo Lamb:

The reason? Because this Business Skills All-in-One For Dummies is an unordinary book that the inside of
the reserve waiting for you to snap this but latter it will surprise you with the secret the item inside. Reading
this book adjacent to it was fantastic author who all write the book in such incredible way makes the content
on the inside easier to understand, entertaining method but still convey the meaning completely. So , it is
good for you because of not hesitating having this anymore or you going to regret it. This phenomenal book
will give you a lot of advantages than the other book have such as help improving your expertise and your
critical thinking way. So , still want to hold off having that book? If I were you I will go to the e-book store
hurriedly.

Kelly Gomes:

The book untitled Business Skills All-in-One For Dummies contain a lot of information on this. The writer
explains the woman idea with easy means. The language is very straightforward all the people, so do
definitely not worry, you can easy to read this. The book was authored by famous author. The author brings
you in the new time of literary works. It is easy to read this book because you can read on your smart phone,
or program, so you can read the book with anywhere and anytime. In a situation you wish to purchase the e-
book, you can open up their official web-site and also order it. Have a nice read.
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