WE REPRESENT 10 OF AMERICA'S
TOP TRAINERS WITH 30
PRACTICAL, POWER-PACKED
SEMINARS IN THE MOST NEEDED
MANAGEMENT SKILLS:

Business Ethics
Sales and Marketing
Financial Skills for
Non-Financial Managers
Written and Oral Communication
Executive Secretary’s Skills
Time Management
Budgeting

plus dynamite speakers,

consulting, creative services,

and innovative support
publications and materials.

TRAINING

ASSOCIATES & T.A. PRESS

CALL (214) 437-3535
OR WRITE FOR OUR
MASTER BROCHURE

1177 Rockingham, Richardson, TX 75080
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VIDEO
ZONE

Customized, Cost-Effective
Training/Development
Video Modules

+ Sales Training « Behavior Modeling
* Management Training + Role Play Vignettes

+ Technical Skills + Skill Modules
Exciting Computer Animation/Video Graphics

Cdl 1-800-524-2619

my *

ARKAY VIDEO PRODUCTIONS, INC.
25 Van Zant, E. Norwalk, CT 06855 (203) 866-3352
25 So. Main St., Manville, NJ 08835 (201) 560-8373
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| 1d, of You Are Burned Out

Nearly one half of al American
workers may suffer from severe burn-
out, a disabling reaction to stress on
the job that can lead to marital and
family discord, insomnia, fatigue, drug
and alcohol abuse, and other problems,
according to the results of athree-year
study published in the November 1985
issue of Corporate Commentary: A
Worksite Health Evaluation Report.

The burnout study of employees in
both the public and private sectors was
lead by Robert Golembiewski, a
University of Georgia research pro-
fessor who found that, on average,
about 45 percent of employees in the
18 organizations surveyed suffered from
severe burnout. Since many of the
organizations surveyed are considered
"model places to work," Golembiewski
concludes that burnout may be even
more prevalent among the general
working population.

An employees personality appears to
have little bearing on whether he or she
will succumb to burnout, the research
found. The single most important fac-
tor, it turns out, is the supervisor's
management style. Employees at
greatest risk are those injobs that lack

clear roles and goals, offer little super-
visory support, standards of perfor-
mance, or group cohesiveness, but
which have high pressure to produce.

Also in the November report are the
promising results of afive-year study by
Blue Cross and Blue Shield of Indiana
which found that its worksite health
promotion program actually reduced
employee health care costs by a dollar
and a half for every dollar invested in
the program, after an initial, short-term
increase in health care costs.

A growing number of American com-
panies are setting up worksite health
promotion programs to reduce the high
cost of health care and improve the
health and well being of their most
valuable resources —their employees.

"lo encourage more companies to
systematically examine what works ar J
what doesn't in their worksite health
programs, Corporate Commentary (a joi
nal devoted solely to evaluating such
programs) asked experts from around
the country to explain in clear, easy-f -
understand terms how to develop the
most appropriate evaluation strategy (>
a particular company. Their articles ai
included in a special section,
"Blueprints for Evaluating Health Fro
motion Programs.”
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Corporate Commentary is published
quarterly by the Institute on Organiza-
tional Health within the Washington
Business Group on Health. For infor-
mation, cal Robert Rosen, editor, or
Barbara Armstrong, associate editor, at
202/547-6644.

Getting Employees Involved

Employee involvement programs are
both desired by workers and are seen to
have positive consequences when in-
troduced, according to data obtained
from the 1985 National Survey of
Employee Attitudes conducted by
Sirota and Alper Associates, Inc., and
co-sponsored by Business Week
magazine.

"We were surprised at how important
employees think these programs are"
admitted Chairman David Sirota. "We
found higher morale among employees
in those companies that have programs.
They definitely influence attitudes-
being involved has a strong positive
eftect.

The study defined emplovee involve-
ment programs as formal efforts by an
organization to obtain the ideas of
employees for purposes of performance
improvement.

Overall, 51 percent of the respon-
dents said their organizations have sug-
gestion programs, and 33 percent said
their organizations have participative
programs other than suggestion pro-
grams (for example, quality circles,
employee involvement teams, and gain
sharing).

Sirota notes that "of the respondents
whose organizations have participation
programs, fully 90 percent believe the
programs are a good idea.'

‘And of the respondents who in-
uic ited they work for organizations
Ait .out programs, the vast
ritv—84 percenr—say thev would
lit. to participate in such programs.”

n annual telephone survey of a
esentative sample of the U.S.

ian workforce, the study measures
lovee attitudes toward 25 key

I ensions of worklife satisfaction

i h relate to performance and a

*ty of issues of current importance,
itional information can be obtained
e riting Sirota and Alper Associates,
. 1641 Third Avenue, New York,
10128.
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Project M anagement
In SXx L esons.

Project Management is the most efficient method of successfully planning,
scheduling, and controlling a project. How do you give your managers Project
Management training without spending afortune?Y ou get | SAStraining program
that covers all aspects of Project Management.
Color videotapes, with accompanying participant manual and instructor”
guide cover project management training in six problem-solving segments:
¢ Organizing for Successful Project Management
¢ Planning a Project and Building Your Project Team
¢ Using Networking and Bar Charting in Project Scheduling
¢ Manloading and Budgeting in Project Scheduling
« Implementing and Controlling Your Project
¢ Managing People for Project Success
Project Management isavailable from the Instrument Society of America,
67 Alexander Divee, P.O. Box 12277, Research
Triangle Park, NC 27709. To order
: orforinformation on the
Project Management train-
ing program, call toil frees
1-800-334-6391 (In NC, AK,
HI, call (919) 549-8411).

®

®

Wmm

Instrument Society
of America
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Help your
people become more
productive on Lotus 1-2-3.

Simple-to-use hands-on learning that easily fits rightinto your
in-housetrainingprogram.
Call for 14-day freepreview: 1-800-524-0425 <innj.: 201493-8031).

These video courses have taught thousands. Video demonstrates all Lotus functionsclearly
and simply. Within hours, students are functional—even computer beginners.
« They learn faster and retain more-watching clear, simple demonstrations on video,
followed by "hands-on" practice using the student disk and referenceguide.
« Lotususers become much more effective. Beginners become ready for more challenging,
responsible assignments.
« Self-paced. Fits busy schedules. Used with or without instructor.
« Cost-efficient—one course trains
whole departments.
« Sitelicensing available.
« Developed by Arthur Young, one of the world s
Fajer accounting and consulting fivmo.
« Proticiency course for beginners and Advanca
course for experienced users. Advanced course includes
awide range of pre-programmed macros ready to use.
« Video courses for dBASE Il1 and Symphony too.
Call for no-risk 14-day free preview or mail thiscoupon. See for youiself why these video courses
are the training choice of so many corporations and government departments. n n

1-800-524-0425 (InN.J.: 201-493-8031).

Name/Title_ Mail to: Arthur Y oung Business Systems
Organization- PO. Box 38, Oakhurst, NJ 07755
Address
_ A Arthur Young
City/State/ZIP <
A MEMBER OF ARTHUR YOUNG INTERNATIONAL Qv
Phonei )-
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AILLDALE

manager development.

" Sdf-Analysis for Manag-
ers' and other outstanding
seminars.

y/ Professional consulting and
custom-designed programs.

y/ Superb facilities for
meetings and conferences.

|/A total live-in concept, plus
fine dining & recreation.

y/ Campus setting—ideal for
maximum results.

FREE BROCHURE describes
year-round seminar program with
unique manager development series
used by over 400 companies. Write or
phone for free brochure today.

DOW LEADERSHIP
CONFERENCE CENTER
Hillsdale College * Hillsdale, Ml 49242

517/437-3311
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GUIDED INDEFENDENT STUDY
FROGRAM

Bachelor, master
Doctorate

+» Business Administration
* Engineering
+ Education
+ Health Services
Management

For professional administrators with exten-
sive experience who want to enhance their
career position by eaming a degree through
our Guided Independent Study Program
(GISP). No classes. One-on-one faculty
counseling. College credit for work experi-
ence. For no-cost personal evaluation, send
resume or call (213) 278-1094.

+ Send For Free Catalog

Name
Address
City State
Tel.(Ho) (Wo)
9100
' Wilshire Blvd
Dept. 7

Beverly Hills, Ca. 90212
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X ips for Successful Writing

From Survival Writing: Staying Alive on Paper, © 1986 by Stephen D. C/adis. Ken-
dall/Hunt Publishing Company, Dubuque, lowa.
* Know what you want—Take a moment before you begin and reduce your writing
purpose to a simple sentence: "I want this customer to know that our company is
sorry for our mistake," or "I want our manufacturer to know that we are angry he
missed our deadline because it cost us money." By doing this, you will clarify your
purpose and stick to the mission at hand. | his purpose sentence serves as a guide
for your rough outline and gives direction to your communication.
¢ Remember that the reader doesn't have much time—Business people are pushed for
time. They have many and constant demands placed on them. Don't contribute to
their stress by drafting a communication that requires a S100 investment for a
10-cent problem. Keep your writing clear, direct, well-organized, and short.
¢ ljead with the main point—Lead with your strong point. Dont make the reader
go on a treasure hunt to find your gem. Dont bury the main point in the middle o
a paragraph or the reader might miss it. To discover what your main point or man
sentence is, read a paragraph. Now decide which sentence would be the last one
you would toss out. That sentence is your main point for the paragraph.
« Make writing easyto read—Make your writing pleasant to read by using some
simple techniques: indent main points in a paragraph; underline for extra stress,
use lists and bullets; don't fill the page with typing—use white space to rest the
reader's eves (for example, skip lines between paragraphs); use subheadings to
break space and ensure clarity.

Think of things you've read that appeal to you. Save those examples and study
them, and use the devices you like in them.
¢ Keepthe readers needsin mind—M you want your writing to be understood, keep
the reader's needs, demands, concerns, and point of view in mind as you write.
Avoid unfamiliar language or terms, and address questions you know the reader
will logically have about your subject. In short, follow the golden rule of writing:
help the reader in ways that you would want to be helped.
e Speak directly to the reader-"Yo avoid stilted and forma! language that can put the
reader off, pretend that you are speaking directly to the reader. A dictaphone or
tape recorder may be useful. Be careful, however. Don't forget to edit your conver-
sation strictly, since speech can be too informal, too chatty, and too sloppy.
« Don't overwrite—Consider the impact of the Declaration of Independence, the
Preamble of the Constitution, the Lord's Prayer, and the Gettysburg Address. All
of these written pieces are short but powerful. Don't be afraid to cut.
e Keepit simple—Never use two words when one will do. Never use a paragraph
when a sentence will do. Always strive for brevity and simplicity.
« Don't write alone—always get someone else to criticize your writing objectively
before you submit it. The more you work with your writing the less objective you
become, so ask someone else to read specifically for clarity and accuracy. The on-
ly thing better than one person editing is two people editing.
« Avoid injectingyour opinion—Suck to facts in a business writing. Rarely does the
reader want your gratuitous opinion on a particular matter. Deal with facts and
avoid the unmistakable mark of egotism in your writing.
* Avoid qualifiersand vague modifiers—Don't use modifiers that almost say what
you want when you can find ones that are exact.

Close Exact

The shirt was very expensive. The shirt cost $300.

The train was very late. The train was 4 hours late.
¢ Dont usecliches—Worn-out expressions can wear a reader's patience thin. Avo'
hackneyed phrases and use direct, fresh language:

Trite Natural

First and foremost First

All around the mulberry bush Everywhere
« Avoid exaggeration—Avoidthe superlative when vou write. The greatest, the
worst, the prettiest al leave you open to exception, Ib avoid arguments from th-
reader, avoid overstating your position.
e Sum itup— he last paragraph should summarize what vou've been discussing
should tell the reader what you want done or what vou will do.
He
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Purveys of Xote

Sometimes it seems as if this depart-
ment could be constructed entirely
from the organization- and job-related
surveys to be found quoted in a single
edition of any daily newspaper.
Sometimes the surveys are worthy of a
trainer's interest, sometimes not. The
following surveys reported in the New
Yok Times bear more than passing
mention:
¢ According to the results of two
surveys conducted separately by two
management recruiting firms—Egon
Zehnder International and Gilbert
Tweed Associates, Inc.—top managers
are expressing "the need for more
overseas management experience, more
foreign language ability, more succes-
sion planning, and much greater in-
terest among dismissed or retired
managers in returning to the corporate
environment."
¢ In asurvey of incoming college
freshmen, the Higher Education
Research Institute of the University of
California, Los Angeles, found that an
all-time high number of students in-
tended to major in business. At the
same time, interest in these areas is
plummeting: computer science, data
processing, computer programming,
and, of course, literature, history, and
foreign languages, areas quite familiar
with dropping interest rates.

Unscientifically comparing the results
o these surveys of people at opposite
ends of the business career track shows
that students with degrees in foreign
languages (assuming the degree means
pi ficiency) may have as good a chance
n etting on the fast track in business
a5 -heir peers holding business degrees,

nother fact worth mentioning:

~ U .evs previously reported in these

pa s indicate that businesses persist in
b. -ing for job candidates w ith well-
U ided undergraduate backgrounds.
'e smay be because—no matter what
'h academic specialty of the year
Jit be—there's always an abundance
ver-specialized graduates who may
w; for example, how marketing is
" e but may find it hard to learn how
°i companies in which they've gotten
' rfirstjobs market.
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(E®) FRIESEN, KAYE AND ASSOCIATES

"20 YEARS SERVING THE TRAINING COMMUNITY"

Training Consultants

We are beginning our 3rd decade
... with some new and exciting events

* Our NEW COMPUTER BASED TRAINING WORKSHOP
* Our NEW TORONTO OFFICE

e Our NEW 1986 CALENDAR, with more workshopsthan
ever before

* Our NEW COURSE EVALUATION SERVICE

For more details, call us at any of our three locations.

HEAD OFFICE — 3448 RICHMOND ROAD, NEPEAN, ONTARIO K2H 8H7 CANADA TEL: (613) 829-3412
VICTORIA OFFICE — 370-3301 Douglas Street. Victoria. B.C. V8Z 3L2 TEL: (604) 385-3412
TORONTO OFFICE — 22 St. Clair Avenue East. 4th floor. Toronto, Ontario M4T 2S3 TEL: (416) 960-5343
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] Yes, I want to preview the SMS Software Demonstration.

Name

Title (Position) |

Company

City State Zip

Address

[T ] Telephone Extension

i
= d. Janet Bensu Associates, Inc.
[ & 211 Gough Street, Suite 105, San Francisco, CA 94102 (415) 626-6200
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###Cipolla Companies, Inc.

¢ Leadership Effectiveness
e Career Development

The Leadership Development
Profile (LDP) provides managers
and supervisors with specific
behavioral feedback from their
boss, staff and peers on the
effectiveness of their |eadership
style, flexibility and 1 7 critical
management skills and practices.

Comprehensive profile identifies
specific direction for more
effective performance. Feedback
isexamined during a one-day
action planning workshop. In-
house certification available.
Consultant inquires welcome.
Contact: Larry Cipolla, Cipolla
Companies, Inc., PO Box 35445,
Normandale Station, Edina, MN
55435. 1-800-328-4827,
extension 1155.
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VISITING
EUROPE?

Come and see over 1,000
new items on 250 stands
at
Education, Training
& Personnel
Development '86
National Exhibition Centre
8-10 July 1986

fiducation, Trunng & Develogmen

Conferenceleaflet and
Exhibition tickets now
available from
John Northover
Brintex Limited,
178-202 Great Portland Street,
London WIN 6NH, England.
Tel: 01-637 2400. Telex: 262568.
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A.re Youin aPit-Or a
Pothole?

Whether you're an overworked
manager, stressed-out employee, or a
beleaguered example of today's cor-
porate paladin—the entrepreneur—you
may have wondered from time to time
whether there's more to life than a
paycheck. If you think there isn't, the
problem might not be that you lack im-
agination (although this may be the
awful case) but that your life lacks
balance between the need for freedom
and the need to bring home the bacon.

Author Eileen McDargh defines ajob
as "what you do with your paycheck.
Work is what you do for a life.

"The ultimate task is to make ‘work’
and job' synonymous."

Clearly a proposition easier said than
done, but one that McDargh tackles in
a lucid, if sometimes too conversa-
tional, manner in her new book, How to
Workfor a Living and Sill Be Free to
Live (1985: Reston Publishing Com-
pany, Reston, Va.). "The essence of
successful living," she observes, "is
balance: a delicate juggling act of put-
ting intellectual, material, physical,
emotional and spiritual ingredients into
our lives" If you already have those
elements, fine. McDargh can help you
get the most out of each. If you're miss-
ing some of those elements, it may take
some doing, since the book is more
about balancing what is already there
than it is about creating a spiritual life,
say, or an interest in nuclear physics out
of whole cloth.

Still, of the flood of books addressing
what appears on the surface to be a
major workplace problem, McDargh's
book is good place to start if you want
to begin to do something about your
particular case of job burnout.

Please send items of interestforIn Practice to

Robert Bove, Training & Development
lournal, 1603 Duke &., Pox 1443, Alexan-
dria, VA 22313.

OUR ANSWER TO
YOUR TRAINING NEEDS!!!
Sx exciting publications
now auailable to you!!!

Take a minute and review six titles that
we've added to our Professional Publica-
tions List. You'll find new and practical
approaches to a variety of situations dealt

with on a day-to-day basis.
Order Your Copies Today!!!

« MANAGING BY TEAMS
by Dr. Herman Birnbrauer, P.E.
A basic, practical, how-to book for anyone involved
in teams. Good reference for anyone who has more
than one boss. 30.00

« TRAINING FOR TRAINERS
by Dr. Herman Birnbrauer, P.E.
A basic, practical, how-to book for all trainers. 25.00

« MANAGING THE HRD FUNCTION
by Dr. Herman Birnbrauer, P.E. and Lynne A. Tyson
A concise book that deals with twelve (12) major
areas of Human Resource Development. 18.00

« EFFECTIVE PERFORMANCE APPRAISAL
TECHNIQUES
by Dr. Herman Birnbrauer, P.E.
Complete program for conducting and preparing for
performance appraisals. 15.00

« A POSITIVE APPROACH TO DISCIPLINE
by Dr. Herman Birnbrauer, P.E. and Lynne A. Tyson
A result of fifteen (15) years experience of preventing
problems requiring punishment. Discipline must be
corrective to be effective. 20.00

« THE NEWLY APPOINTED SUPERVISOR
by Dr. Herman Birnbrauer, P.E. and Lynne A. Tyson
Designed to prepare potential or newly appointed
supervisorswith practical knowledge. 15.00

CALL OR WRITE
Institute for Business and Industry
1927 Bristol Pike

Bensalem, PA 19020
(215) 639-4660
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Team Building and
Process Consultation
July 7-12
SYMLOG Certification Workshop
July 7-11
Training Theory & Practice
July 7-13
Dealing with Difficult
People at Work
July 13-18
Racial Development in
an Organizational Context
July 14-19

Managing Conflict:
Organizational & Interpersonal

. July 14-20

Facilitating and Managing
Complex System Change
July 14-20

Send for brochures and details.

Admissions Dept.
P.O. Box 9155
g Arlington, VA 22. 3
INSTITUTE  Td: 703/527-150C
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