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The New Manager 's 
Guide to Success 
This book can provide the new manager 
with the tools to function effectively 
from the f irs t day on 
t h e job . J a m e s R . 
Baehler, with many 
years of training ex-
p e r i e n c e , a i m s at 
p r a c t i c a l guidance 
for the manager in 
d e a l i n g w i t h t h e 
everyday p r o b l e m s 
of the job. Some top-
ics c o v e r e d inc lude 
the first task, motivation and leadership, 
performance appraisal and a discussion 
of the day-to-day realities of communica-
tion, job analysis, business dress, and 
t r a i n i n g and d e v e l o p m e n t . 174 pp . 
$19.95. Prager Publishers. 
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Employee 
Termination Handbook 
The termination of employees has be-
come a very complex process. It is filled 
wi th p i t f a l l s fo r t h e e m p l o y e r . Th i s 
handbook draws on the experience and 
knowledge of 10 spe-

cialists in the field of EMPLOYEE 
law, psychology, and TERMINATION 
personnel to provide HANDBOOI 
information on term- / 
inations. Some of the 
top ic s c o v e r e d a r e » I N L A N D 

e m p l o y m e n t a t will G t̂uNKGICAL 

and case law, sexual i"' FOREMPUWERS 

h a r a s s m e n t on t h e 
job, progressive dis-
cipline, uniform guidelines on employee 
selection procedures, record-keeping re-
quirements , "malicious," "abusive," and 
" r e t a l i a t o r y " discharges, protective 
labor legislation, and terminat ions for 
" just cause." 189 pp. $14.95. Executive 
Enterprises Publications. 
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Techniques of 
Structured Problem Solving 
This book, by Ar thur B. Van Gundy, is 
designed to provide the reader with the 
wide range of methods tha t are current-
ly available for invig-
orating the creative 
problem-solving pro-
cess. While Mr. Gun-
dy realizes the im-
portance of research 
and theory, his book 
will serve the reader 
b e s t as a p r ac t i ca l 
source for selecting 
and employing tech-
niques tha t can be applied to everyday 
problems. This book is an inventory of a 
large proportion of the available prob-
lem-solving techniques, most of which 
emphasize achievement of creative solu-
tions. The author hopes tha t the step-by-
step format of the book will help you be a 
creative problem-solver. 307 pp. $18.95. 
Van Nostrand-Reinhold. 
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Stiirt Sleeves 
Management 

Shirt-Sleeves Management 
Drawing from 25 years of experience in 
t r a i n i n g m a n a g e r s f r o m all a r e a s of 
business, J ames Evered provides step-
by-step techniques for developing per-
sonal c o m m i t m e n t , 
ability and drive to 
a c h i e v e in all y o u r 
e m p l o y e e s . He ex-
pose s c o m m o n l y -
used methods which 
a r e r e a l l y c o u n t e r -
productive b e c a u s e 
they rely on a single 
s t y l e of m a n a g e -
m e n t . I n s t e a d , Mr . 
Evered shows how each employee must 
be dealt with as an individual, and how 
t h e r i g h t m a n a g e r i a l a p p r o a c h can 
genera te far g rea te r productivity. The 
book's overall objectives are to improve 
group productivity and simplify the man-
ager 's job. At the end of each chapter 
you'll find a self-rating sys tem. 180 pp. 
$11.65. AMACOM. 
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Precision: A New Approach 
to Communication 
Management development theories have 
not yet kept pace with breakthroughs in 
the areas of neuro-psychology, linguis-
t ics , c y b e r n e t i c s and o t h e r f i e lds of 
research. Michael McMaster and John 
Grinder recognize the needs of man-
agers to elicit infor-
ma t ion which is of 
high quality. The au-
thors provide a set of 
behavioral tools for 
g a t h e r i n g required 
information and for 
insuring tha t instruc-
tions are understood. 
Easy to follow pro-
cedures are offered 
to help you obtain the resul ts desired. 
Overall, this book presents a practical 
model for improvement in most areas of 
management which involve communica-
tion. 270 pp. $18.95. McMaster-Grinder. 
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Counseling 
at the 

Workplace 
Norman C. Hill 

Counseling at the Workplace 
Counseling at the workplace is some-
thing most of us do on an everyday basis. 
W h a t s e t s it a p a r t 
f r o m o r d i n a r y dis-
cuss ion is t h e ele-
m e n t of p r o b l e m -
solving. The book is 
a result of Norman 
C. Hill's experience 
as a personnel and 
human resource de-
velopment specialist. 
It is the author 's firm 
belief tha t the development of new skills 
is dependent upon the combined utiliza-
tion of each of the skills, observation and 
c o u n s e l i n g . 282 p p . $13.95 . McGraw-
Hill. 
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TA and Training 
Transact ional Analysis is being used in 
more organizat ions for t ra in ing in man-
agemen t and organization deve lopment . 
T h i s book i l l u s t r a t e s T A to t h o s e 
t ra in ing professionals and line m a n a g e r s 
who wish to exploit 
t h e potent ial of T A . 
The book has a two-
p a r t s t r u c t u r e , 
broadly divided into 
theory and practical 
use, with suppor t ing 
d iagrams and tables . 
I t c o v e r s t h e b a s i c 
theory and goals of 
TA and its applica-
tion to organizat ions. This is followed by 
specific cases and examples of i ts appli-
cation and review of its l imitat ions and 
benef i ts . 225 pp. $35.50. Renouf /USA. 
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WORK STRESS AND 
SOCIAL SUPPORT 

Work Stress 
and Social Support 
J a m e s S. House begins by exploring the 
na tu re of social suppor t , both in the 
w o r k p l a c e and ou t -
side it. Then he ex-
plores how and why 
soc ia l s u p p o r t m a y 
reduce occupational 
s t r e s s , i m p r o v e 
h e a l t h , a n d b u f f e r 
the impact of s t r e s s 
on heal th . Finally, he 
sugges t s ways to in-
c rease t h e availabili-
ty of social suppor t at work. 156 pp. 
$6.50. Addison-Wesley. 
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Management , 
Administration 
and Productivity 
The second, revised and enlarged edition 
of th is tr i l ingual (English, French and 
Spanish) d i rec tory lists over 2,300 insti-
t u t i o n s f r o m 140 
countr ies and 1,000 
k e y i n f o r m a t i o n 
sources in the fields 
of managemen t , pub-
lic a d m i n i s t r a t i o n , 
p r o d u c t i v i t y im-
provemen t and edu-
cation and t ra in ing. 
The book is intended 
f o r i n s t i t u t i o n s , in-
formation and documentat ion services 
in pub l i c a n d p r i v a t e o r g a n i z a t i o n s , 
as well as for individuals in managemen t 
e d u c a t i o n , t r a i n i n g , and c o n s u l t i n g . 
305 p p . $ 1 8 . 5 5 . In ternat iona l Labor 
Office. 
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Handbook of 
Graph ic Presentation 
Ideal for a vast r a n g e of specialties and 
in te res t , this resource can help you com-
munica te information more easily and 
effectively th rough well-designed graph-
ic forms . In this revised edition, Calvin 
F . Schmid and Stan-
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ton E . Schmid show 
y o u t h e e x a c t p ro-
c e d u r e s f o r l a y i n g H A N D B O O K 

out a char t , s tep-by- °» 
s tep , as you become GRAPHIC 

familiar with the lat- PRESENTATION 

es t methods , equip-
ment , and mater ia ls . 
T h e a u t h o r s p o i n t 
o u t w h e n t o u s e 
three-dimensional char t s , with t ips on 
s o l v i n g p r o j e c t i o n p r o b l e m s . 308 p p . 
$18.50. John Wiley & Sons. 
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Whistle-Blowing 
Whist le blowers a re employees who be-
lieve their organization is engaged in 
illegal, dangerous or unethical conduct . 
H e r e a r e 10 f i r s t -
p e r s o n a c c o u n t s of W H I S T L E -
e m p l o y e e s w h o BLOWING! 
, , , . Loyally A mi Dissent 

dared to speak out C o , ? ^ n 
on corpora te policy, 
p roduct sa fe ty , or a 
r i g h t g u a r a n t e e d 
them by law. Some 
of the i r problems will 
be f a m i l i a r t o a n y 
corpora te employee 
who has wres t led with knowledge or 
suspicion of corpora te wrong-doing, who 
may have been o rdered to do something 
illegal, or who has been harassed on the 
job. 181 pp. $12.50. McGraw-Hill. 
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Collaborations 
in Organizations 
This challenging book by William A. 
Kraus introduces the concept and appli-
c a t i o n of c o l l a b o r a -
tion as an a l te rna t ive 
value sys tem and or-
g a n i z a t i o n a l s t r u c -
tu re . The collabora-
t ive model re inforces 
individual d e v e l o p -
m e n t and c o n t r i b u -
tion, and provides a 
f r a m e w o r k f o r or-
ganizing a social sys-
t em. Mr. Kraus begins with an analysis 
of t h e relat ionship be tween hierarchy, 
competit ion and conflict for individual 
a n d g r o u p s e t t i n g s . 274 p p . $16 .95 . 
Human Services Press. 
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Writing for 
Decision Makers 
Marya W. Holcombe and Jud i th K. Stein 
have based the book on their combined 
exper ience of over 35 
yea rs in developing 
and conduct ing writ-
ing p rog rams for ex-
e c u t i v e s in a w i d e 
v a r i e t y of s e t t i n g s . 
Each chap te r shows 
how to a t tack a s t ep 
in the wri t ing pro-
cess: Ident i fy ing and 
focusing on t h e read-
er ; using problem solving techniques to 
plan wri t ing; p resen t ing t h e memo or re-
por t professionally; etc. 260 pp. $14.95. 
Lifetime Learning Publications. 

Circle Reader Service No. 252 

Video Discs 
E f r e m Sigel, Mark Schubin and Paul F . 
M e r r i l l c u t t h r o u g h t h e p r o m o t i o n a l 
"hype" to p resen t a balanced assessment 
of t h e video disc within the context of 
o u r e v o l v i n g com-
munications techno-
logy. They tell why 
t h e disc has st imu-
lated so much enthu-
s i a s m , e v e n a m o n g 
p r o f e s s i o n a l s , w h o 
a re normally skepti-
cal of a d v e r t i s e r s ' 
c l a i m s . E x p l a i n e d 
a r e how discs work; 
their application in business, education 
and home en te r t a inmen t ; cost factors for 
m a n u f a c t u r e r s , e t c . 182 p p . $29 .95 . 
Knowledge Industry Publications. 
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Stress Management for 
Health Care Professionals 
Steven H. Appelbaum has divided this 
book into t h r e e pa r t s , with theory and 
pract ice in terwoven within each chap-
t e r . Each chapte r begins with highlights 
of i ts conten ts unde r t h e umbrel la of 
"Considerat ions f o r 
the Health Care Man-
age r . " The third sec-
tion of the book pre-
sen t s six case s tudies 
and incidents tha t il-
luminate the impact 
and ne t e f f e c t of 
s t r e s s in health care 
o r g a n i z a t i o n s . The 
res t of the book cov-
e r s the impact of s t r ess on managers , 
and ass is tance for professionals seeking 
s t r e s s relief. 487 pp. $24.95. Aspen Pub-
lication. 
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