Managing
Cultural Differences

Philip R. Harris and Robert T. Moran
show how cross-cultural awareness and
skills can significantly improve business
communication and management effec-
tiveness with minori- 1

ties and foreign na-
tionals. The text is
designed to show
how training can in- l
crease the effective-

Philip R. Harris |}
Rgber‘t‘T. Moran ki

ness of employees MANAGING
serving outsidethe CULTURAL
United states, as DIFFERENCES

well asthoseworking
with minorities with-
in the U.S. The book provides an exam-
ination of how cultural backgrounds in-
fluence peopl€e's perceptions, communi-
cation, behavior and decision-making.
Harris and Moran present insights into
specific cultural traits of Europeans,
Japanese, Chinese, Middle Eastern and
African cultures, as well as American
microcultures (Chicano, blacks, Indians).
432 pp., $19.95. Gulf Publishing Co.
Circle Reader Service No. 174

Crosscurrents In Leadership

Thefifth volumeto come out of the bian
nua SouthernlllincisUniversity Leader
ship Symposium Series and the first to
cover current problems and internal con-
flicting tendencies within the discipline.
Chaptersfocusonac- crosscurrents
tion versus discov- in Leadership
ery, practitioner ver-
sus researcher, |ead-
er versus manager
and questionnaire
versus observation.
The volume ends
with overview and
epilog chapters that ‘
enggest moving the
rapidly growing dis-
cipline to a new state o development.
The editors provide almost 500 refer-
ences, of which approximately 50 per
cent date from 1975 or later. 299 pp.,
$17.50. Southern 111 University Press.
Circle Reader Service No. 175
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I3roductivity — A Practical
‘rogram for

improving Efficiency

Clair Vough says we can improve pro-
ductivity by utilizing people's minds as
well astheir hands. That, in a sentence,
summarizes this PRODUCTIVITY
book. Vough draws g e
on 10 years of direct '\‘Wm‘,‘“‘,tmﬁ
experience in which \‘}H‘“H““
he increased produc- AR
tivity in the office-

products division of

IBM. The author ar-

gues that job en-

largement and en-

richment — which

merely add variety or increased duties
— will not result in real satisfaction pro-
ductivity. Vough also covers the topic o
responsibility which he believes should
be placed where the work is — and with
the lowest-ranking person possible. 212
pp., $14.95. AMACOM.

Circle Reader Service No. 182

Employee Counseling
In Industry and Government

This guide is designed to provide details
on information sources concerned with
counseling of em-
ployees in industry
and government.
Five topical areas
have been selected
from this broad acti-
vity in industry and
government as the
scope of this particu-
lar guide. These are:
a acohal and drug
abuse, b) emotional and mental health
difficulties, ) preretirement counseling,
d) career advancement, testing and
training, and e) emerging needs of
women in the labor force. The informa-
tion sources consist of experts in
agencies and organizations and the
results of studies and investigations pre-
sented in current literature. 121 pp.,
$24.00. Gale Resear ch Co.
Circle Reader Service No. 183

Employes Counseling
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and Government
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Approaches to
Planned Change

Thistext is designed to be an up-to-date
critical review of the literature on Or-
ganization Development. As the subtitle
indicates, "Macro-Level Interventions
and Change-Agent Strategies," Part 2
focuses on macro-
level interventions
relevant to large or-
ganizations. The
averall picture pre-
sented is designed to
reflect the promin-
encethat OD has at-
tained over the past
years and the intense
amount of activity
that has been devoted to refining its
goals and methods. Part 1 and Part 2 o
Approaches to Planned Change provide
material distilled from insight and
pivotal experience for the benefit of OD
practitioners, managers and graduate
students. 502 pp. Marcel Dekker, Inc.
Circle Reader Service No. 178
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The Manager's
Guide to Change

This book by Elmer H. Burack and Flor-
ence Torda has two central aims: (1) to
provide a perspective on change to help
you be more aware, more willing to take
on change, and generally to be- more
helpful to yourself and to others wher-
ever change is at issue; and (2) to pre-
genit specific ideas
and methods of ini-
tiating and coping
with crenge as it af -
fects organizational
responsibilities. The
book focuses on your
concerns as a manag-
er, supervisor or ad-
ministrator — invar-
ious kinds of organizations — business,
government or voluntary. Guidelines in
cluded for managing personal as well &
organizational change. 235 pp., $9.9%
Lifetime Learning Publications.
Circle Reader Service No. 179




Talking With Employees:
A Guide for Managers

Included in this text by Marion S.
Kellogg are suggestions and sample dia-
logue for talks about work standards,
goalsetting and review sessions, per-
formance appraisal,
salary and career dis-
cussions. Guidelines
for coaching, firing
and promoting em-
ployees are also pre-
sented. The book also
affirms fundamental
issues of style, con-
tent and means of im-
proving employee
motivation and in-
creasing employee development. It isde-
signed to simplify managing by objec-
tives and can help both new and experi-
enced managersto delegate responsibili-
ty more realistically. Recognizing signif-
icant changes that have occurred in
working life in the last decade, the
author has added material to guide the
woman manager in talking to male or
femaleemployees, as well as considering
managerial strategies for either sex to
meet affirmative action plans for minori-
ty and women professionals. 161 pp.,
$13.95. Gulf Publishing Company.
Circle Reader Service No. 180

How to Evaluate
People in Business

With advice on ways to assess employ-
eesaccurately in most situations — whe-
ther hiring, supervising or promoting —
this book by Charles A. Dailey and Ann
M. Madsen is designed to show that
managers can im-
prove their opera-
tions by improving
the way they judge
people. Subtitled
"The Track-Record
Method of Making
Good Judgments,”

thiswork states that
employees must be

evauated on the ba-

ss of documented results of past per-
formances, not by such standards as
goad conduct and adherence to insignifi-
cant rules, political pull within the com-
pany, or an agreeable, affable personali-
ty- Authors offer recommendations and
projects for improving a wide range of

usiness activities. They show how to
. “rite an account of an employee's per-

ormance, over a short or long time
span. Based on the authors' consulting
i WOk W'th avariety of organizations. 225
\ PP-, $12.95. McGraw-Hill.

CircleReader Service No. 172

| book for the person

Improving Work Groups

Designed to be a practical handbook for
those who wish to develop the creative
and productive po-
tential of the human
group. Helps reader
acquire skills needed
for developing effec-
tive teams. Authors
have developed this

Practical
Manual _ for
Team

Building

concerned with de-
veloping team effec-
tiveness. This may
be ateam member or
ateam-development agent, but it usually
is the person "in charge." 261 pp.,
$13.50. University Associates.
Circle Reader Service No. 181

Readings In Systematic
M anagement
Of Human Resources

This book contains over 40 readingsin 10
sections and is designed to offer practi-
tioners the opportun-
ity to explore new fdua8 fucn SEBIRE
and continuingissues
in HR management.
There is an introduc-
tion to each section,
which summarizes
key points of each ar-
ticle. Selectivity and
organization can
make this book ap W t t #
propriate for use in self-study or in con-
junction with other texts. 529 pp., $9.95.
Addison-Wesley.

CircleReader Service No. 176

The Expanding Role o the

Human Resources Manager

Drawing on a background of experience
with some of America's largest corpora-
tions, Robert L. Desatnick tries to show
personne. and HR
specialists how to
prepare for oppor-
tunities now open to
them in the expand- %
ing human resource |.
management field.
Also addressed are
mutual concerns of
the CEO and senior
human resources
professional; to re-
spond to challenging human resources
policy issues of this generation, dealing
with the company's professional and
managerial resources; and to introduce a
variety of practical, cost-effective ways
to get the job done. 230 pp., $15.95.
AMACOM.
CircleReader Service No. 173
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Working With People

With the subtitle "Human Resource
Management in Action," Donald B. Mil-
ler has written this text as a guide to
finding, organizing, and utilizing people
for the purpose of achieving organization
goals. It can also be a managerial guide
for attracting employees whose talents
will increase your company's effective-
ness, for creating the
kind of working con-
ditions that motivate
people and enhance
performance; for de-
signing an environ-
ment whose context
encourages and re-
wards performance
as well as individual
development. Defined are four attitudes
toward human-resource management,
which are designed to help you assess
how compatible your values and beliefs
are with those of your organization.
There is a chapter dedicated on how to
handle the hiring process. Each chapter
is capped with self-assessment questions
and suggestions for change. The book is

round behavioral science input

anagement experience. 285 pp.,

5. CBI Publishing.
i cle Reader Service No. 184
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sgftion Training —

cilitator's Guide

This book was written for group facilita-
tors or trainers who want to teach their
clients to express themselves appro-
priately without violating their own
basic human rights or the basic human
rights of othersinvolved. Although ther-
apists may find the book useful, it is
written for the pro-
fessional whose cli-
ents have situational
rather than general
assertion needs. In
the first 10 chapters |
(Part One), 10 asser-
tion-skill components
are presented. Each |
chapter contains an |
introduction in which |
the skill component |
is defined and explored and implemen-
tation guidelines are listed. Part Two
presents three assessment forms that
are designed to be used at various points
in the skill-component sequence. The
various techniques are discussed in more
detail in the respective chapters. Ref-
erence citations from the book and
further readings are listed at the end of
the book in "Bibliographical Sources."
382 pp., $13.50. University Assoc.
CircleReader Service No. 185
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