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***xx Congratulations on entering the workforce! It is your first day at your new job. You are fresh out of school with no idea where the cafeteria

is let alone how to survive, and thrive, in the workplace. You are not alone. Most of us have experienced your concerns at one time or another.

Winning in the Workplace is a great read for recent graduates as well as anyone in any profession interested in learning the office survival skills
not taught in school. Winning in the Workplace focuses on four areas of concern shared by all new hires. 1.Managing Office Politics. The book
contains suggestions on getting along with your boss and what to listen for in meetings. It explains how organizations are structured, where
the power lies and how to navigate through it. We will also go over all that stuff your mother tried to teach you about presenting yourself!
2.Managing Processes. Processes exist to deliver what it is the firm does. The book explains how to improve process throughput and how to
manage the interface between processes. It offers suggestions on selling and negotiating your ideas and how to recognize paradigm shifts
that may require a process change. 3.Managing Others. The book explains how to manage people by looking at what managers should do
more of, and what they should do less of. It compares and contrasts managing and leading. Since every leader needs followers, we explore

leadership from the follower s perspective. 4.Managing Your Career. Each of us has a career path, either by design or default. The book

suggests how to construct your career journey and where to find help achieving your goals. Winning in...
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