
T R A I N I N G MANAGERS: THE I N T E R N A T I O N A L GUIDE 

By Nancy G. M c N u l t y 

Harper & Row, N e w York 

550-page h a r d b a c k $ 1 2 . 9 5 

F o r t h e t r a i n e r in an i n t e r n a t i o n a l c o m p a n y wi th global t ra in ing needs , here is a 

r e fe rence gu ide to mid-career m a n a g e m e n t e d u c a t i o n and d e v e l o p m e n t p r o g r a m s 

t h r o u g h o u t t h e w o r l d . T h e gu ide o f f e r s p r o g r a m c h a r a c t e r and d e s c r i p t i o n ; geo-

graphic l o c a t i o n , class s c h e d u l e ; cos t s , d a t e s ; typical j o b t i t les of p a r t i c i p a n t s ; teach-

ing m e t h o d s , c u r r i c u l u m sy l l abus , and f a c u l t y . In a d d i t i o n , the G u i d e has a special 

c h a p t e r o n g r a d u a t e degree p r o g r a m s in m a n a g e m e n t sc ience . 

Th i s b o o k ev iden t ly t o o k a great deal o f research . T h e a u t h o r w o r k e d u n d e r a F o r d 

F o u n d a t i o n g r a n t , and the b o o k was p r e p a r e d u n d e r s p o n s o r s h i p of the C o u n c i l for 

I n t e r n a t i o n a l Progress in M a n a g e m e n t . A f o r e w a r d by Pe ie r F . D r u c k e r pays a 

sa lu tary t r i b u t e . 

A n A p p e n d i x t a b u l a t e s all r e f e r e n c e s f o r the reader w h o w a n t s a qu i ck , t h u m b n a i l 

review of p r o g r a m loca t ion , e t c . 

D I R E C T O R Y OF U N I V E R S I T Y E X E C U T I V E D E V E L O P M E N T PROGRAMS 

By George W. Br icker 

Br icker Pub l i ca t ions , Wi l ton , C o n n . 

350-page h a r d b a c k $ 4 0 . 0 0 

What the McNul ty v o l u m e will d o f o r the i n t e r n a t i o n a l - c o m p a n y t r a ine r , th is o n e 

will do f o r the reader w h o m u s t schedu le m e n f o r p r o g r a m s in the U.S .A. T h e b o o k 

exp la ins m a j o r var ia t ion in p r o g r a m s , inc lud ing d a t a on c o n t e n t , f a c u l t y , class 

schedu l ing , in s t ruc t ion m e t h o d s a n d living a c c o m m o d a t i o n s . 

An a p p e n d i x b reaks p r o g r a m s d o w n by s ta r t ing d a t e s , d u r a t i o n and class size. 

F i f t y - t h r e e schoo l s ' p r o g r a m s are desc r ibed . Individual c o n t a c t s f r o m w h o m m o r e 

i n f o r m a t i o n can be g leaned are l is ted, w i th the i r mai l ing addresses . Cour ses de-

scribed range in d u r a t i o n f r o m a few d a y s t o several m o n t h s . 

T E C H N I C I A N E D U C A T I O N Y E A R B O O K 

P r a k k e n Publ ica t ions , A n n A r b o r , Mich. 

246-page h a r d b a c k $ 1 0 . 0 0 

T h e two p rev ious r e f e r e n c e b o o k s ( M c N u l t y and Br icker ) fill the t r a ine r ' s need f o r 

manager ia l schools . Th i s o n e m e e t s a similar need for those w h o e m p l o y t echn i -

cians. H o w e v e r , th is b o o k is m o r e t han a ca t a log . It has ful l t r e a t m e n t of the 

d y n a m i c s of t e c h n o l o g y - a n d - s o c i e t y and federa l legislative d e v e l o p m e n t s in a d d i t i o n 

t o d i r ec to r i e s o f i n s t i t u t i o n s a n d o f f i c ia l s . T h e d i r e c t o r y p o r t i o n gives a c o m p r e h e n -

sive l is t ing of basic sub jec t a reas . 

T h e b o o k also f e a t u r e s brief c h a p t e r s on n ine p r o g r a m s f r o m var ious technica l 

d isc ip l ines - a c o m p l e t e view of h o w they are set u p a n d o p e r a t e d . 

The re is also a full sec t ion on issues, p r o b l e m s a n d p r o p o s a l s re la t ing t o w h e r e 

t echn ic i an t ra in ing s t a n d s n o w in t h e U.S. a n d w h e r e it is h e a d e d . A n o t h e r p o r t i o n 

descr ibes p ro fe s s iona l o r g a n i z a t i o n s c o n c e r n e d w i t h t echn ic ian e d u c a t i o n . 

Th i s b o o k is not on ly a f ine ca ta log — it is also in te res t ing reading for those sensi-

tive to t h e sho r t age of skil led t echn ica l - schoo l g r a d u a t e s , and w h o seek ideas f o r 

o v e r c o m i n g it. 
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THE ENCYCLOPEDIA OF MANAGEMENT 

By Carl Heyel 

Van Nost rand Reinhold , New York 
1,084-page hardback $ 2 7 . 5 0 

This second pr in t ing is a new, u p d a t e d version of a m o n u m e n t a l work covering 

every conceivable subject relating to m a n a g e m e n t pract ice and educa t ion . I put it to 

use the day it hit my desk , when the president of my c o m p a n y asked for informa-

tion on P E R T and Crit ical Path Schedul ing . On this first retrieval, I hit paydi r t . 

These subjec ts were covercd candid ly and clearly, with app rop r i a t e c i ta t ion for 

f u r t h e r research. 

Heyel ' s work is an an tho logy compi l ed wi th the aid of abou t 35 advisors exper t s 

in specialt ies. A b o u t 150 a u t h o r s c o n t r i b u t e d mater ia l . One a t t ract ive plus is the 

book ' s guided index to " c o r e - s u b j e c t " reading. Under each core topic , the book 

lists g roupings o f sect ions and c h a p t e r s that bear d i rect ly on the subject of in te res t . 

Major " c o r e " topics include: Basic M a n a g e m e n t , Pioneers ; Behavioral Sciences; 

Economics ; C o r p o r a t e Planning; Decision Making Sciences, Project M a n a g e m e n t ; 

Business Logistics, Manufac tu r ing ; indust r ia l Engineer ing; Labor relat ions; Market-

ing Research , Advert is ing, Selling, Personnel Admin i s t r a t i on ; Personnel Develop-

m e n t ; A c c o u n t i n g ; Sys tems , EDP; Publ ic Rela t ions , Foreign O p e r a t i o n s ; Public 

Admin i s t r a t i on ; and I n f o r m a t i o n Aids. 

This book is a f ine one-shot re fe rence , especially fo r the t ra iner wi th a l imited 

library budge t or o n e w h o needs a quick re fe rence that really says some th ing 

def ini t ive . 

In-Company p r o g r a m s . . . 

M A N A G E M E N T 

B Y O B J E C T I V E S 

0 ° a system of managerial 

Leadership 

offered by 

G E O R G E O D I O R N E 

A S S O C I A T E S I N C . 

° ° From top management to 

first line supervision. 

0 ° A complete program of 

t ra in ing and installation. 

For information, call or write: 

E. P. Stermer 

General Manager 

G E O R G E O D I O R N E 

A S S O C I A T E S I N C . 
4 1 3 3 9 IVYWOOD. 

PLYMOUTH. MICH. 4 8 1 7 0 

PH. NO. 3 1 3 - 4 5 5 - 2 8 6 0 

SUPERVISOR'S S U R V I V A L KIT 

By Elwood N. C h a p m a n 

Science Research Associates, Chicago 
172-page so f tback 

This b o o k covers the essentials of good supervision in shor t , cr isp wri t ing style. It is 

almost devoid o f the j a rgon that o f t e n c o n f u s e s ra ther than clarifies. But its m a j o r 

s t rength lies in 2 0 " m i n i games" that a c c o m p a n y each chap te r . So there is a built-in 

d imens ion to sat isfy the t ra iner ' s need fo r c lassroom exercises that fit each aspect 

of key po in t s in the t ex t . 

The book is well i l lustrated with clever b lack-and-whi te ca r toon work that could 

easily be used in slides or film str ips should a trainer need this o p t i o n as par t of the 

t raining sequence . Tit les of mini games : Choice , S t ra tegy , Decision, In t e rven t ion , 

E x p e r i m e n t , Delegat ion, C l ima te , T e c h n i q u e , Organ iza t ion , Pol icy , Conf l i c t , Inter-

view, Prior i t ies , Con t e s t , Mot iva t ion , In t imida t ion , Deba te , P rob lems , Impa t i ence , 

C o n f r o n t a t i o n . 

BEHAVIORAL SCIENCE CONCEPTS AND M A N A G E M E N T APPLICATION 

By Harold M. F. Rush 

National Industrial C o n f e r e n c e Board, New York 
178-page s o f t b a c k $ 4 . 0 0 

If y o u r c o m p a n y is p lanning an organiza t ion deve lopment p rogram, this book is a 

winner fo r the f i r m ' s managers . It can save the t ra iner m u c h digging in to the 

archives fo r suppor t ing data on OD ' s w h y s and where fo re s . 

The b o o k is divided in to fou r sec t ions . T h e mos t ou t s t and ing , in my op in ion , covers 

We have a 
New LAB Price 
List for you. 

motion pictures 
fi/mstrips 

slides 

416 West 45 St. 
New York 10036 

(212)245-8900 
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PLACEMENT/SEARCH 
# W h e n you need more Train-
ing & Development Staff, we 
will help you find the right 

people. 

| Just mail us the job descrip-
tion, the salary figures, loca-

tions, etc. (Better yet, pick up 
the phone and call us.) 

# W h e n you seek greater op-

portunity for yourself, let us 
tell you about positions we 

have open that may fit your 
need for chal lenge, your 

capabilities and your desires. 

( S e n d your resume in confi-
dence, and a note telling us 

your present salary, what you 
expect, and your geographi-

cal preferences. Client com-
panies pay all fees. 

ABBOTT SMITH ASSOCIATES, Inc. 

7 7 1 WEST END AVENUE, 

N E W YORK, N .Y . 1 0 0 2 5 ( 2 1 2 ) 6 6 3 - 7 6 0 0 

P.O. BOX 7 0 1 7 , BURBANK, 

CALIFORNIA 9 1 5 0 3 ( 2 1 3 ) 8 4 8 - 4 7 3 3 

Sp«ciol !> is i n Ihe R o c t u i t m e n i o f T r a i n i n g P e r i o n n e l 

• Report him 
to the front office? 

• Tell him off? 
• As his supervisor, 
try to counsel him? i f your 
supervisors are having t rouble communi-
cat ing w i th the i r subordinates, you can 
help by showing them "The Bob 
Knowlton Story . " For fu l l in format ion or 
a free catalog of t ra in ing f i lms on 
fundamenta l issues of management, wr i te 

R0UNDTABLE FILMS, INC. 
321 S. Beverly Drive, Dept. TBI-2 
Beverly Hil ls, Calif . 90212 

10 comprehens ive case his tor ies of c o m p a n i e s that have " b e e n t h e r e " (or at least 

are going the re ) . Cases covered: Amer i can Air l ines, A r m s t r o n g C o r k . Corn ing Glass, 

Genesco , Hote l Corp . of Amer ica , R a y m o n d , S t e i n b e r g ' S y n t e x , T e x a s Instru-

ments , and TRW Sys t ems G r o u p . 

There are a n u m b e r of ways an O D program can be i m p l e m e n t e d . This book -

th rough its case his tor ies - p re t ty well sums t h e m up . The b o o k is par t icu lar ly 

usefu l to the reader w h o is a novice on O D concep t s . But even the exper ienced 

trainer or change agent will apprec ia te its conciseness and t ho roughnes s wi th in 

relatively few pages. 

T h e a u t h o r also lists a b o u t 5 0 o t h e r pub l i ca t ions the trainer can o r d e r t h r o u g h 

NICB. 

JOB SATISFACTION 

By Bonnie Carroll 

Public I n f o r m a t i o n Center , Cornel l , I thaca, N.Y. 

35-page s o f t b a c k S 2 . 0 0 

This is the little b o o k I misplaced last m o n t h , a sl ipup that nearly drove me up the 

wall . 1 had a speech to m a k e on mot iva t ion , and had reviewed the b o o k , one of the 

best shor t - summary d o c u m e n t s I have ever seen covering research and results on 

mot iva t ion and so-called j o b en r i chmen t p rograms . 

The a u t h o r ' s excel lent b ib l iography lists 122 key re fe rences to papers and b o o k s on 

the subjec t . Her analysis of the key l i te ra ture is fair and objec t ive . It m a k e s n o 

bones a b o u t the fact that m a n y t ra iners have been lulled in to the wrong belief that 

all research f indings on j o b sa t i s fac t ion are cons i s ten t . Major topics in this b o o k 

inc lude : J o b Sa t i s fac t ion - A Prob lem in Def in i t ion ; Genera l T r e n d s in the Litera-

tu re ; F r a m e w o r k s of Analysis ; F a c t o r Cor re la tes of J o b Sa t i s f ac t ion ; J o b Satisfac-

t ion o r Sa t i s fac t ion wi th L i fe ; Repet i t ive Work; J o b P e r f o r m a n c e ; P rog rams to 

Increase Sa t i s fac t ion . 

TWENTY QUESTIONS ON CONFERENCE LEADERSHIP 

By E. D. Na than 

Addison-Wesley, Reading, Mass. 

126-page s o f t b a c k S 4 . 9 5 

This h a n d b o o k examines 2 0 ques t i ons most o f t e n asked by c o n f e r e n c e leaders. It 

begins wi th ge t t ing a c o n f e r e n c e " o f f the g r o u n d , " shows w a y s t o " t a k e the g roup 

t e m p e r a t u r e " and o f f e r s guidel ines for c o n f e r e n c e s u m m a r y . T w e n t y ques t ions are 

cons idered wi th pract ical , t ime-proven so lu t ions to t h o r n y p r o b l e m s c o n f e r e n c e 

leaders face . 

T h e book uses a ques t ion-and-answer f o r m a t . T h e a u t h o r s ta tes the ques t ions — 

then o f f e r s his answers based on his exper ience as a c o n s u l t a n t , wr i te r and confer -

ence leader . Also included are a checklist of audio-visual media and a list of selected 

re fe rence materials . T h e b o o k is i l lustrated wi th a series of good ca r toons . 
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NAME BADGES 

YOUR NAME HERE 

New ASTD 
Name Badges 

Ready for 
Chapter Functions 

Attractive new fabric, self-ad-
hesive name badges for chap-
ter use are now available from 
the National Office. Badges are 
white with ASTD emblem and 
lettering in blue and gold. 

Price depends on quantity or-
dered: 

1 to 99 100 each 
100 to 199 80 each 
200 to 499 60 each 
500 or more 50 each 

All orders must be pre-paid. 

Be ready for coming chapter 
meetings and other functions. 
Order now! 

ORDER DEPARTMENT 

American Society for 
Training and Development 

P.O. Box 5307, Madison, Wis. 53705 

Please send: 
ASTD Name Badges $ 
Postage and hand l ing .50 

Amoun t enc losed $ 

to 

Name 

Title 

Company 

Add ress 

City State 

Zip Code 

BREAKTHROUGH FOR D ISADVANTAGED YOUTH 

By various consu l tan t s , U.S. Manpower Admin i s t r a t ion 

S u p e r i n t e n d e n t of Documen t s , U.S. G o v e r n m e n t Print ing Of f ice 

256-page s o f t b a c k S 2 . 0 0 

This b o o k s tems f r o m pi lo t -program activit ies of 55 y o u t h e m p l o y m e n t p ro jec t s 

under the Manpower Deve lopment and Training Act . P ro jec t s to get y o u n g dis-

advantaged y o u t h into w o r t h w h i l e j o b s have been given high pr ior i ty unde r the 

Ac t . S o m e have been successful and some have fai led. This b o o k is I rank in 

dealing wi th bo th k inds o f results. 

U.S.M.A. ga thered repor t s , files and wr i t t en records on these p rograms , and 

prepared the exper iences unde r eight headings: Impac t o n the C o m m u n i t y ; Re-

c r u i t m e n t and C o m m u n i t y Pene t r a t i on ; Test ing, Counsel ing , and Suppor t ive 

Services; Basic E d u c a t i o n ; Pre-Vocat ional and Voca t iona l P rograms ; J o b Place-

m e n t , Crea t ion a n d D e v e l o p m e n t ; Using the Non-Profess iona l ; and Research. 

Prepara t ion of this b o o k was called " O p e r a t i o n Ret r ieva l , " and it is w o r t h y of 

the name . The a u t h o r s have retrieved the " c r e a m " of the i n f o r m a t i o n needed 

by t ra iners in disadvantaged programs. 

WHEN M A N AND MANAGER TALK . . . A CASEBOOK 

By Marion S. Kellogg 

Gulf Publishing Co., Hous ton , Texas 

209-page hardback $ 7 . 5 0 

As a personnel c o n s u l t a n t , I am sensitive to the need f o r good l i tera ture on the 

dynamics of face- to-face re la t ionships be tween e m p l o y e e s and their supervisors. 

T h e qual i ty and q u a n t i t y of these in te rac t ions are the l ife b lood of an organ iza t ion . 

So 1 apprec ia ted the o p p o r t u n i t y to review this b o o k , which takes a manager 

s tep-by-step through the critical and s o m e t i m e s del icate discussions he must have 

with those w h o repor t t o h im. 

This b o o k c o m b i n e s example dialog t h r o u g h o u t , wi th exp lana t ions of pr inciples of 

good conversa t ional c o m m u n i c a t i o n . The a u t h o r makes a good case lor the need for 

more structured conversa t ion fo rma l i t y , if you will. Also covered are negot ia t ion 

of a m a n ' s work program, the annua l p e r f o r m a n c e appraisal ; salary discussions; 

coaching the failing e m p l o y e e ; t e rmina t ion and career discussions; and counsel ing 

on p r o m o t i o n a l oppo r tun i t i e s . 

Th is b o o k is replete wi th i l lustrated checkl is ts and ou t l ines that could easily be 

r ep roduced for slides or f l ipchar ts . But by far the most interest ing qua l i ty is the 

ac tual conversa t ions crea ted by the a u t h o r to i l lustrate her po in t s . Per iodica l ly , she 

i n t e r rup t s the dialog to explain critical principles of what is taking place. T h u s the 

process aspect is covered m u c h as it w o u l d be in a sensit ivity or role playing 

s i tua t ion . My personal feeling is t h a t th is - the a u t h o r ' s f o u r t h book - is a w inne r 

for any t ra iner involved in managemen t by object ives or related programs. 

Fred D. McMurry 

President 

Management & Personnel Services, 

inc . 

New Orleans and Hous ton 
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