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T h e Executive Mind

"By failing to address the quality of executive thought
processes, we have too often characterized executives as
master politicians or supreme logicians. . . and have viewed
their actions as rational responses to stimuli that they
somehow were able to perceive more closely than others
of lesser caliber," says Suresh Svivastva, Executive Mind
editor. The choice of topics for the book was guided by
the idea that executives are powerful actors in and shapers
of the environment in which we dl live. The goa of the
book is to provide unique insight and foundations for
research inquiry into its subject.

Much of the holistic research and knowledge about the
executive mind emphasizes both the primary (affective and
subjective states) and secondary (rational decision making,
learning styles, etc.) mental processes involved in
understanding executive behavior. By studying both pro-
cesses, the works included in this book are intended to
help move the subject from its conventional status as a
behavioral science toward a new position as a combined
cognitiveand behavioral science.

The chapters of The Executive Mind have been organized
into four sections representing significant common themes:
processes of envisioning; processes of experiencing and
sense making; processes of knowing and enacting; and
processes for developing the executive mind. Papers by
Warren Bennis, Chris Argyris, Henry Mintzberg, James
Waters and other leaders in the study of organizations
make up the chapters in each section. 344 pp. $18.95.
Jossey-Bass, Inc. 433 California Street, Suite 1000, San
Francisco, CA 94104.

* Trite to the Point

Based on writing seminars and workshops for large and
small businesses, this book is intended to assist profes-
sionals who must write in the routine performance of their
jobs. Participants in the workshops wanted to improve
their skills to meet growing requirements for more and
better business communication. Write to the Point presents
actual work situations to place the writing concepts in a
practical context.

Michael Goodman says that his book is not intended to
dictate formulas. Rather, it offers a way to think about

selecting the best and clearest method for organizing infor-

mation into a report, proposal, letter or memo.
A section on proposals discusses the value of
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SAVE TIME*MONEY*EFFORT
With Your Microcomputer

The Assessment Survey Kit, from
Albrecht & Associates, lets you create &
process questionnaires with your micro-
computer quickly, easily, and economic-
aly. No knowledge of programming
needed. A.S.K. cuts processing time by
up to 90%, gives sophisticated results.
For Apple Il, Il and IBM PC, others avail-
able soon. Money-back guarantee. $295.
Preview fee $25, applies to purchase.

ORDER A.S.K. NOW

NAVE
COMPANY
ADDRES55

CITY. STATE. ZIP

MY COMPU ILK (BKAND & MODEL)

¢ Payment enclosed
¢ Purchase order enclosed
¢ Send more information

DR. KARL ALBRECHT & ASSOCIATES
P.O. Box 99097
San Diego. CA 92109 USA
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Masilr's
Degree?

You can earn an M.A. while
maintaining work and family
responsibilities. Plan and
implement a Masters study in a
major area of concentration in
conjunction with a Program
professor. Complete your study at
home in consultation with a local
mentor. No required evening or
weekend classes, and no on-
campus residency.

The Graduate Program, Box 62,
Vermont College of NORWICH
TN EERA LT
| Montpelier, VT
; 05602 (802)229-0522.
y ¢ Vermont College is a division
} of Norwich University which
et is accredited by NEASC.
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EMPLOYEE RELATIONS
NEEDS
ASSESSMENT INVENTORY

Do You Have:

¢ A comprehensive training
plan

¢ ldentified problem areas

¢« Capability to assess the
training needs of your
organization

*_Performance

* Employee/Supervisor
Relations

Our Inventory Measures ‘ J

¢ Communications
¢ Interpersonal Relations

¢ Training & Development
Needs

e« Career Planning
¢« Organizational Pride

Call or write for a
cost/benefit determination.

| 1927 BRISTOL PIKE
I IBI BENSALEM, PA 19020
(215) 639-4660
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GUIDED INDEPENDENT STUDY

[Bachelmaster,
Doctorate

* Business Administration
* Engineering
* Engineering Management
+ Education
* Public Administration
+ Counseling Psychology

These specialized degree programs are
designed for active professional administra-
tors and managers who want to enhance
their career positions through our GUIDED
INDEPENDENT STUDY PROGRAMS (GISP).
College credit tor work experience. Studies
build upon experience related to your career.
Studies self-paced, no classes, seminars or
residency. For a no-cost evaluation send
resume, or call

(213) 278-1094

9100
‘Wilshire Bivd
Dept. 7,

y Hills. Ca. 90212
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FOUNE&nONS OF
ORGANIZATIONAL BEHAVIOR
An Appfed Perspective

storyboarding as a brainstorming tool for writing. Writing
in the Automated Office examines the future of writing in
the work place and provides perspective on what com-
puters and text editors can do for the writer. Other
chapters deal with report development and presentation,
graphic aids, audio-visual material, using the telephone,
resumes and applications. Exercises throughout the book
reinforce the skills discussed in the text. 365 pp. $13.95
Prentice-Hall, Inc., Englewood Cliffs, NJ 07632.

Managing the Learning Process

Chip Bell and Frederic Margolis describe their work as
a “how-to-deliver-training” book with an emphasis on the
needs of the beginning trainer. The contents of the book
are basic because the authors believe that the best training
results from the creative adaptation of basic priniciples.
Experienced trainers may find new methods or ideas for
modifying current practice in Managing the Learning Process.
The authors explain why a practice should be encouraged
or avoided and provide suggestions for dealing with poor
designs once a trainer is charged with the delivery task.
Bell and Margolis base their presentation on the idea that
trainers can delfver information but not a process. The
process of learning must be managed.

Most chapters of the book deal directly with training
delivery, but she areas pertinent to the successful execu-
tion of training are discussed. Managing Yourself contains
suggestions on preparation and how to dea with ner-
vousness and feelings of success and failure. Conference
Management refers to the function of arranging meeting
rooms, furniture, equipment and other logistical concerns.
Evaluation explains how to evaluate delivery and how to
interpret feedback for improved performance. Chapters on
Training Design are limited to matters that govern the
delivery of a program. Last, the authors suggest ways to
select participants and match their needs with predesigned
training programs. 102 pp. $11.75. Lakewood Publica-
tions, 731 Hennepin Avenue, Minneapolis, MN 55403.

Foundations of Organizational Behavior:
An Applied Perspective

The goal of this book is to present an applied treatment
of organizational behavior (OB) that is supported by cur-
rent research and theory. Andrew DuBrin has written this
text with four main considerations: that the book be in-
teresting; that the information be read and experienced,
that it focus on understanding human behavior in organiza-
tions rather than covering the human resource spectrum;
and that abstract concepts be presented within a concep-
tual framework illustrating how the information can be
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used to manage more effectively.

Part one introduces OB and research methods. Part two
is about understanding individuals and includes chapters
on: perception, learning, motives and values; abilities, per-
sonality and attitudes; job satisfaction; stress and burnout;
and creativity. Part three, on understanding small groups
and interpersonal influence, explores group dynamics and
decision making, communication, leadership, conflict and
politics. Understanding the macro structure is covered in
the last section, with chapters on organization climate,
dynamics of bureaucracy and organization development. A
glossary, name index and subject index are also included.

Each chapter begins with a set of learning objectives for
key chapter topics. Objectives are followed by a case that
offers the opportunity to apply information in the chapter.
Chapter summaries are an outline of the chapter and an
extension of the objectives. 499 pp. $24.95. Prentice-
Hall, Inc., Englewood Cliffs, NJ 07632.

Xraining by Contract: College-Employer
Profiles

Profiles of 60 college-employer contracting arrangements
demonstrate how organizations and colleges cooperate to
provide instruction to employees, clients and members.
With a high demand for education and training by

organizations, Training by Contract is intended to assist col- -

leges and organizations in the early stages of contract
development. Information from the profiles can help
organizations choose from the credit and non-credit pro-
grams available from participating institutions as an alter-
native to establishing internal training services.

The three sections of the book cover contracts with
business and industry, contracts with government agencies
and voluntary associations and an index of the colleges
and organizations included in the profiles.

Each profile outlines the type of student who par-
ticipated, course content, schedule, methods and faculty
members used, location, college and organization services,
contract charges, evaluation and certification and provides
a contact at the participating school. 82 pp. $8.95. Col-
lege Board Publications, Box 886, New York, NY
10101.
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The knowledge explosion is here...
reporting over six million pages of
developments to us each day. To stay
informed, to make quality decisions and to
be successful, your organization must
keep pace.
Speedway is today's way to meet the
reading demands of tomorrow. In just 12
hours you and your people will learn to:
« Read in thought units to develop
speed
« Skim and scan to increase
comprehension efficiency
« Organize ideas to improve recall
Speedway Reading is easy-to-use, with
groups or as self-study. Proven effective
in organizations and government agencies
across America.

FIND OUT MORE BY
CUPPING OR CALLING
1/800/362-READ
In Wisconsin: 1/608/273-5800

Learning Multi-Systems, Inc.
340 Coyier Lane
Madison, Wisconsin 53713

Name.

Organization
Address,
City/State/Zip
Area Code _____ /Telephone
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STIMULATE IDEAS!!
IN THE 80s -

A packaged training program in Creative
Problem-Solving & Decision- ; *
Making for Managers, Supervisors,
Educators and others

Y ou can help your People break loose!
Stimulate fresh ideas! Solve dl kinds of
problems creativelyl

All types of organizations have successfully
conducted 6 to 12 hour work-shops using
the kits. Can be used independently or as
a part of other management programs.
Kit includes: Comprehensive
Leader's Guide, 10 Workbooks, 10
Creative Process Booklets, 3 Color
Filmstrips (or Slides), 4 Audio
Cassettes, $350 (filmstrips) $410
(slides) $475 (Video) $15 Preview
(filmstrip version).

WRITE OR CALL FOR BROCHURE
AND OR PREVIEW
M.O. Edwards, Ph.D.
IDEA DEVELOPMENT ASSOC.
P.O. Box 167
Palo Alto, Calif. 94302
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