TRAINING MANAGERS: THE INTERNATIONAL GUIDE
By Nancy G. McNulty

Harper & Row, New York
550-page hardback $12.95

For the trainer in an international company with global training needs, here is a
reference guide to mid-career management education and development programs
throughout the world. The guide offers program character and description; geo-
graphic location, class schedule; costs, dates; typical job titles of participants; teach-
ing methods, curriculum syllabus, and faculty. In addition, the Guide has a special
chapter on graduate degree programs in management science.

This book evidently took agreat deal of research. The author worked under a Ford
Foundation grant, and the book was prepared under sponsorship of the Council for
International Progress in Management. A foreward by Peier F. Drucker pays a
salutary tribute.

An Appendix tabulates all references for the reader who wants a quick, thumbnail
review of program location, etc.

DIRECTORY OF UNIVERSITY EXECUTIVE DEVELOPMENT PROGRAMS
By George W. Bricker
Bricker Publications, Wilton, Conn.
350-page hardback $40.00

What the McNulty volume will do for the international-company trainer, this one
will do for the reader who must schedule men for programs in the U.S.A. The book
explains major variation in programs, including data on content, faculty, class
scheduling, instruction methods and living accommodations.

An appendix breaks programs down by starting dates, duration and class size.
Fifty-three schools' programs are described. Individual contacts from whom more
information can be gleaned are listed, with their mailing addresses. Courses de-
scribed range in duration from a few days to several months.

TECHNICIAN EDUCATION YEARBOOK

Prakken Publications, Ann Arbor, Mich.
246-page hardback $10.00

The two previous reference books (McNulty and Bricker) fill the trainer's need for
managerial schools. This one meets a similar need for those who employ techni-
cians. However, this book is more than a catalog. It has full treatment of the
dynamics of technology-and-society and federal legislative developments in addition
to directories of institutions and officials. The directory portion gives a comprehen-
sive listing of basic subject areas.

The book also features brief chapters on nine programs from various technical
disciplines - acomplete view of how they are set up and operated.

There is also a full section on issues, problems and proposals relating to where
technician training stands now in the U.S. and where it is headed. Another portion
describes professional organizations concerned with technician education.

This book is not only a fine catalog — it is also interesting reading for those sensi-
tive to the shortage of skilled technical-school graduates, and who seek ideas for
overcoming it.
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THE ENCYCLOPEDIA OF MANAGEMENT
By Carl Heyel
Van Nostrand Reinhold, New York
1,084-page hardback $27.50

This second printing is a new, updated version of a monumental work covering
every conceivable subject relating to management practice and education. | put it to
use the day it hit my desk, when the president of my company asked for informa-
tion on PERT and Critical Path Scheduling. On this first retrieval, | hit paydirt.
These subjects were covercd candidly and clearly, with appropriate citation for
further research.

Heyel's work is an anthology compiled with the aid of about 35 advisors experts
in specialties. About 150 authors contributed material. One attractive plus is the
book's guided index to "core-subject" reading. Under each core topic, the book
lists groupings of sections and chapters that bear directly on the subject of interest.
Major "core" topics include: Basic Management, Pioneers; Behavioral Sciences;
Economics; Corporate Planning; Decision Making Sciences, Project Management;
Business Logistics, Manufacturing; industrial Engineering; Labor relations; Market-
ing Research, Advertising, Selling, Personnel Administration; Personnel Develop-
ment; Accounting; Systems, EDP; Public Relations, Foreign Operations; Public
Administration; and Information Aids.

This book is a fine one-shot reference, especially for the trainer with a limited
library budget or one who needs a quick reference that really says something
definitive.

SUPERVISOR'S SURVIVAL KIT
By Elwood N. Chapman
Science Research Associates, Chicago
172-page softback

This book covers the essentials of good supervision in short, crisp writing style. It is
almost devoid of the jargon that often confuses rather than clarifies. But its major
strength lies in 20 "mini games" that accompany each chapter. So there isa built-in
dimension to satisfy the trainer's need for classroom exercises that fit each aspect
of key points in the text.

The book is well illustrated with clever black-and-white cartoon work that could
easily be used in slides or film strips should a trainer need this option as part of the
training sequence. Titles of mini games: Choice, Strategy, Decision, Intervention,
Experiment, Delegation, Climate, Technique, Organization, Policy, Conflict, Inter-
view, Priorities, Contest, Motivation, Intimidation, Debate, Problems, Impatience,
Confrontation.

BEHAVIORAL SCIENCE CONCEPTS AND MANAGEMENT APPLICATION

By Harold M. F. Rush
National Industrial Conference Board, New Y ork
178-page softback $4.00

If your company is planning an organization development program, this book is a
winner for the firm's managers. It can save the trainer much digging into the
archives for supporting data on OD's whys and wherefores.

The book isdivided into four sections. The most outstanding, in my opinion, covers

In-Company programs...

MANAGEMENT
BY OBJECTIVES

% ° a system of managerial
Leadership
offered by

GEORGE ODIORNE
ASSOCIATES INC.

° ° From top management to
first line supervision.

®° A complete program of
training and installation.

For information, call or write:

E. P. Stermer
General Manager

GEORGE ODIORNE

ASSOCIATES INC.
41339 IVYWOOD.
PLYMOUTH. MICH. 48170
PH. NO. 313-455-2860

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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TRAINING
PLACEMENT/SEARCH

#When 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.)

#When you seek greater op-

portunity for yourself, let us

tell you about positions we

have open that may fit your

need for challenge, your

capabilities and your desires.
(Send 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.

771 WEST END AVENUE,
NEW YORK, N.Y. 10025 (212)663-7600

P.O. BOX 7017, BURBANK,

CALIFORNIA 91503 (213)848-4733

Specioll>is in Ihe Roctuitmeni of Training Perionnel

* Report him
to the front office?

e Tell him off?

* As his supervisor,
try to counsel him? it your

supervisors are having trouble communi-
cating with their subordinates, you can
help by showing them "The Bob

Knowlton Story." For full information or
a free catalog of training films on
fundamental issues of management, write

ROUNDTABLE FILMS, INC.
321 S. Beverly Drive, Dept. TBI-2
Beverly Hills, Calif. 90212
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10 comprehensive case histories of companies that have "been there" (or at least
are going there). Cases covered: American Airlines, Armstrong Cork. Corning Glass,
Genesco, Hotel Corp. of America, Raymond, Steinberg'Syntex, Texas Instru-
ments, and TRW Systems Group.

There are a number of ways an OD program can be implemented. This book -
through its case histories - pretty well sums them up. The book is particularly
useful to the reader who is a novice on OD concepts. But even the experienced
trainer or change agent will appreciate its conciseness and thoroughness within
relatively few pages.

The author also lists about 50 other publications the trainer can order through
NICB.

JOB SATISFACTION

By Bonnie Carroll
Public Information Center, Cornell, Ithaca, N.Y.

35-page softback S2.00

This is the little book | misplaced last month, a slipup that nearly drove me up the
wall. 1 had a speech to make on motivation, and had reviewed the book, one of the
best short-summary documents | have ever seen covering research and results on
motivation and so-called job enrichment programs.

The author’s excellent bibliography lsts 1223 Key references to papers and books on
the sibject. Fer analysis of the key literature is fair and objective, Tt makes no
by :
all research findb
melude: Tob Satis

on with Life: Repetitive Work: Job Performance: Programs (o
satisfaction,

fncre

TWENTY QUESTIONS ON CONFERENCE LEADERSHIP
By &, 0L Mathar
Addison-Wesley, Reading, Mass.

126-page softback S4.95

This handbook examines 20 questions most often asked by conference leaders. It
begins with getting a conference "off the ground," shows ways to "take the group
temperature" and offers guidelines for conference summary. Twenty questions are
considered with practical, time-proven solutions to thorny problems conference
leaders face.

The book uses a question-and-answer format. The author states the questions —
then offers his answers based on his experience as a consultant, writer and confer-
ence leader. Also included are a checklist of audio-visual media and a list of selected
reference materials. The book isillustrated with a series of good cartoons.
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New ASTD
Name Badges

YOUR NAME HERE

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:

1to 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 handling .50

Amount enclosed $
to

Name

Title

Company

Address

City State
Zip Code

70

BREAKTHROUGH FOR DISADVANTAGED YOUTH
By various consultants, U.S. Manpower Administration
Superintendent of Documents, U.S. Government Printing Office
250-page softhack B2.00
¢ stems from plot-program activities of 55 youth employment projects
i ilis-
e the

priorvity u

youth into worthwhile jobs have been g
{ s book s frank in

wloand some have fa

£
<
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JEMAL pathered reg
wed the experiences under eight headings: Impact on the
erwitment  and Community Pen o T g, Counseling, and Supportive
Servi Basic Education: Pre-Vocational and Vocational Programs: Job Place
ment, Creation and Development: Using the Non-Fr sional; and Re :
Preparation of this book was called “Operation Retrieval,” amd it is worthy of
the name. The authors have retrieved the "cream" of the information needed

el

=

by trainers in disadvantaged programs.

WHEN MAN AND MANAGER TALK A CASEBOOK

By Marion S. Kellogg
Gulf Publishing Co., Houston, Texas

209-page hardback $7.50
As a personnel consultant, | am sensitive to the need for good literature on the
dynamics of face-to-face relationships between employees and their supervisors.
The quality and quantity of these interactions are the life blood of an organization.
So 1 appreciated the opportunity to review this book, which takes a manager
step-by-step through the critical and sometimes delicate discussions he must have
with those who report to him.

This book combines example dialog throughout, with explanations of principles of
good conversational communication. The author makes a good case lor the need for
more structured  conversation  formality, if you will. Also covered are negotiation
of a man's work program, the annual performance appraisal; salary discussions;
coaching the failing employee; termination and career discussions; and counseling

on promotional opportunities.

This book is replete with illustrated checklists and outlines that could easily be
reproduced for slides or flipcharts. But by far the most interesting quality is the
actual conversations created by the author to illustrate her points. Periodically, she
interrupts the dialog to explain critical principles of what istaking place. Thus the
process aspect is covered much as it would be in a sensitivity or role playing
situation. My personal feeling is that this - the author's fourth book - isa winner
for any trainer involved in management by objectives or related programs.

Fred D. McMurry

President

Management & Personnel Services,

inc.

New Orleans and Houston
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