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received but also expressed in a way that encourages change? Whether you’re commending exemplary work or addressing problem behavior, the
HBR Guide to Delivering Effective Feedback provides you with practical advice and tips to transform any performance discussion—from weekly check-
ins to annual reviews—into an opportunity for growth and development. You'll learn to: Establish trust with your direct reports Assess their
performance fairly Emphasize improvement, even in criticism React calmly to a defensive feedback recipient Recognize and motivate star performers
Create individualized development plans Arm yourself with the advice you need to succeed on the job, from a source you trust. Packed with how-to
essentials from leading experts, the HBR Guides provide smart answers to your most pressing work challenges.

HBR Guides to Performance Management Collection (4 Books) (HBR Guide Series) McGraw Hill Professional

If you're an executive, manager, or team leader, one of your toughest responsibilities is managing your people’s performance. This

digital collection, curated by Harvard Business Review, will help you evaluate employee performance, provide coaching, conduct

HBR Guide to Motivating People (HBR Guide Series) Harvard Business Press performance reviews, give effective feedback, and more; it includes Dick Grote’s How to be Good at Performance Appraisals; Harvard
Appropriate for management, human resource, and business communication courses at the undergraduate or graduate level. Painless Performance Evaluations Business Essentials’ Performance Management; the HBR Guide to Coaching Employees; and Giving Effective Feedback and

brings a practical, step-by-step approach to managing employee performance by providing models for setting clear performance expectations and for conducting Performance Reviews, both from HBR’s 20-Minute Manager Series.

performance-related discussions. The approaches offered by Green are widely used in organizations of all sizes to guide managers and supervisors through the HBR Guide to Finance Basics for Managers (HBR Guide Series) Harvard Business Press

performance management process. _ _ The steps you need, for the results you want. There's no shortage of advice out there on how to perform better, and better than others, at
Witing Performance Reviews Harvard Business Press work. The problem is knowing which methods are actually proven to work--and how you should act on them to get the best results. In 8
Burnout is ranpant. Recognize the signs and make the right changes. The al ways-on workpl ace Steps to High Performance, talent expert and bestselling author Marc Effron cuts through the noise with his signature "science-based
and increasing pressures are leading to a high rate of burnout. Unmanaged, chronic work stress simplicity" approach to identify what matters most and show you how to optimally apply your time and effort to boost your performance. It
doesn't just lead to | ower productivity and negative enotions—+t can have dire personal and turns out that higher performance comes from doing many things well--but some of those things are not in your power to change. Effron
prof essi onal consequences. Are you and your team at risk? The HBR Gui de to Beating Burnout reveals the eight key factors you do control and practical steps for improving yourself on each one. You'll learn: How to set goals that
provi des practical tips and advice to help you, your team and your organization navigate the Ccreate higher performance Which behaviors predict higher performance in different situations How to quickly develop the most important
perils of burnout and redi scover healthy engagenent at work. You'll |earn how to: Understand capabilities Who to connect with and why How to understand and adapt to your company's strategy Why you sometimes shouldn’t be the

"genuine" you How to best manage your body to sustain your performance How to avoid management fads that distract you from high
performance Research-based, practical, and filled with self-assessments, tools, and templates to support your performance goals at work,
this short, powerful book will help you and anyone on your team deliver outstanding results.

the difference between normal stress and burnout Keep your passion for work fromleading to
bur nout Avoi d working from honme burnout Protect your high perfornmers from burnout Hel p prevent
burnout on your teameven if you're burned out Bounce back and regain your productivity and Hiuh Performance with High Intearity Harvard Business Press

effectiveness Armyourself wth the advice you need to succeed on the job, with the nost You've been asked to manage a key project--or perhaps you've volunteered for an assignment that could advance your career. So how do you make
trusted brand in business. Packed with howto essentials fromleading experts, the HBR Guides gsyre the project succeeds? Managing Projects walks you quickly through the basics, including: Drawing up a realistic schedule and project plan
provide snmart answers to your npbst pressing work chal |l enges. Monitoring key tasks and benchmarks Communicating with stakeholders Bringing the project to a close Don't have much time? Get up to speed fast
HBR Guide to Performance Management (HBR Guide Series) Pearson on the most essential business skills with HBR's 20-Minute Manager series. Whether you need a crash course or a brief refresher, each book in the

Help your people reach their potential. As a manager, it's your responsibility to ensure your team is motivated and series is a concise, practical primer that will help you brush up on a key management topic. Advice you can quickly read and apply, for ambitious
. : ’ professionals and aspiring executives--from the most trusted source in business. Also available as an ebook.
performing at a high level. But recent data reveals abysmal engagement levels among workers around the globe.

i ) i Giving Effective Feedback (HBR 20-Minute Manager Series) Harvard Business Press
How do you fix the problem--before your most talented people walk out the door? By understanding what drains : : : ) - : : :
: . . : 7. i Provides executives with helpful advice on how to work more efficiently and become better managers. Selling Points Provides
your employees, you can increase their job satisfaction and push them toward achieving their goals. The HBR

i o ] ) ) ) i .. i ) busy managers with strategies for more effective time and stress management as well as insights into what a manager’s job
Guide to Motivating People provides practical tips and advice to help your team find meaning in their work, build on y g g g g g :

. . . > really entails. Features best-selling classics such as “Management Time, Who's Got the Monkey?” and “What Effective
their strengths, and produce the best results for the organization. You'll learn how to: Pinpoint the root causes of y ” g g y
i g e . o . Managers Really Do
lackluster performance Tailor rewards and recognition to individuals Connect routine work activities to a higher

S | ' h and d I P b allv i R HBR's 10 Must Reads on Reinventing HR (with bonus article "People Before Strategy" by Ram Charan, Dominic Barton, and Dennis
purpose Support your employees' growth and development Prevent burnout--especially in your top performers Carey) Harvard Business Review Press

Create a culture of engagement Arm yourself with the advice you need to succeed on the job, with the most trusted e your employees like a synchronized "V" of geese in flight-sharing goals and taking turns leading? Or are they more like a herd of
brand in business. Packed with how-to essentials from leading experts, the HBR Guides provide smart answers t0  pygfalo-blindly following you and standing around awaiting instructions? If they're like buffalo, their passivity and lack of initiative could

your most pressing work challenges. doom your company. In How | Learned to Let My Workers Lead, you'll discover how to transform buffalo into geese-by reshaping

ReOrg Harvard Business Press organizational systems and redefining employees' expectations about what it takes to succeed. Since 1922, Harvard Business Review
When asked to define the ideal leader, many would emphasize traits such as intelligence, toughness, determination, and vision—the qualities traditionallyhas been a leading source of breakthrough ideas in management practice. The Harvard Business Review Classics series now offers you
associated with leadership. Often left off the list are softer, more personal qualities—but they are also essential. Although a certain degree of analytical  the opportunity to make these seminal pieces a part of your permanent management library. Each highly readable volume contains a
and technical skill isa minimum requi rement for SUCCESS, studies indicate that emotional intelligence may be the key attribute that disti nguishes grOundbreaking idea that continues to Shape best practices and inspire countless managers around the world.

outstanding performers from those who are merely adequate. Psychologist and author Daniel Goleman first brought the term “emotional intelligence” to HBR's 10 Must Reads on Managing People, Vol. 2 (with bonus article “The Feedback Fallacy” by Marcus Buckingham and
awide audience with his 1995 book of the same name, and Goleman first applied the concept to business with a 1998 classic Harvard Business Review Ashley Goodall) Harvard Business Press

article. In hisresearch at nearly 200 large, global companies, Goleman found that truly effective leaders are distinguished by a high degree of emotional Today we have greater control over where and when we work. As our businesses spread across the world and technology makes it easy
intelligence. Without it, a person can have first-class training, an incisive mind, and an endless supply of good ideas, but he or she still won't beagreat  to do our jobs from anywhere there’s Wi-Fi, more of us have the option to go remote. But that doesn’t mean we're good at it. Whether
leader. The chief components of emotional intelligence—self-awareness, self-regulation, motivation, empathy, and social skill—can sound unbusinesslikgou're calling in from a home office every day or one of your team members occasionally logs in from the quiet car on a train, distance
but Goleman found direct ties between emotional intelligence and measurable business results. The Harvard Business Review Classics series offersyou can make collaboration more difficult. Remote work gives teams flexibility and options, but when you're not face-to-face with colleagues,
the opportunity to make seminal Harvard Business Review articles a part of your permanent management library. Each highly readable volume contains jt's difficult to set and manage expectations, deal with inevitable tech glitches, keep your people (and yourself) motivated and engaged,
agroundbreaking idea that continues to shape best practices and inspire countless managers around the world—and will have adirect impactonyou  and infuse warmth and personality into the blunt communication tools you're using. The Virtual Manager Collection gives you the

today and fOf yearsto come. _ _ _ solutions you need to be productive, whether you’re managing a team, a project, or just your own work. This specially priced three-
Presentations (HBR 20-Minute Manager Series) Harvard Business Review Press _ _ _ volume set includes Virtual Collaboration, Running Virtual Meetings, and Leading Virtual Teams. Tips and strategies cover:  getting your
Take the stress out of giving feedback. To help your employees meet their goals and fulfill their potential, you need to provide them with regular technology up and running—and keeping it there « building and maintaining relationships from afar « communicating well through a variety

feedback. But the prospect of sharing potentially negative news can be overwhelming. How do you construct your message so that it's not only well of media + running productive virtual meetings » setting and managing expectations for your work « leading geographically dispersed
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teams This set has the practical advice, insights, and tools you need to work well, no matter where you are. Don’'t have much time? Get up Are you a good boss--or a great one? Get more of the management ideas you want, from the authors you trust, with HBR's 10 Must Reads on

to speed fast on the most essential business skills with HBR’s 20-Minute Manager series. Whether you need a crash course or a brief
refresher, each book in the series is a concise, practical primer that will help you brush up on a key management topic. Advice you can
quickly read and apply, for ambitious professionals and aspiring executives-from the most trusted source in business. Also available as an
ebook.

What Makes a Leader? (Harvard Business Review Classics) Harvard Business Press

Essential reading selected from the pages of Harvard Business Review You want the most important ideas on management all

Managing People (Vol. 2). We've combed through hundreds of Harvard Business Review articles and selected the most important ones to help you
master the innumerable challenges of being a manager. With insights from leading experts including Marcus Buckingham, Michael D. Watkins, and
Linda Hill, this book will inspire you to: Draw out your employees' signature strengths Support a culture of honesty and civility Cultivate better
communication and deeper trust among global teams Give feedback that will help your people excel Hire, reward, and tolerate only fully formed adults
Motivate your employees through small wins Foster collaboration and break down silos across your company This collection of articles includes "Are
You a Good Boss--or a Great One?," by Linda A. Hill and Kent Lineback; "Let Your Workers Rebel," by Francesca Gino; "The Feedback Fallacy," by
Marcus Buckingham and Ashley Goodall; "The Power of Small Wins," by Teresa M. Amabile and Steven J. Kramer; "The Price of Incivility," by

in one place. Now you can have them—in a set of HBR's 10 Must Reads, available as a 14-volume paperback boxed set or as anchristine Porath and Christine Pearson; "What Most People Get Wrong About Men and Women," by Catherine H. Tinsley and Robin J. Ely; "How

ebook set. We've combed through hundreds of Harvard Business Review articles on topics such as emotional intelligence,
communication, change, leadership, strategy, managing people, and managing yourself and selected the most important ones
to help you maximize your own and your organization's performance. The HBR's 10 Must Reads Ultimate Boxed Set includes
14 bestselling collections: HBR's 10 Must-Reads on Leadership HBR's 10 Must-Reads on Emotional Intelligence HBR's 10 Must-
Reads on Managing Yourself HBR's 10 Must-Reads on Strategy HBR's 10 Must-Reads on Change Management HBR's 10
Must-Reads on Managing People HBR's 10 Must Reads: The Essentials HBR's 10 Must-Reads on Communication HBR's 10
Must-Reads on Managing Across Cultures HBR's 10 Must-Reads on Strategic Marketing HBR's 10 Must-Reads on Teams
HBR's 10 Must-Reads on Innovation HBR's 10 Must-Reads on Making Smart Decisions HBR's 10 Must-Reads on
Collaboration. The HBR's 10 Must Reads Ultimate Boxed Set makes a smart gift for your team, colleagues, or clients. HBR's 10
Must Reads paperback series is the definitive collection of books for new and experienced leaders alike. Leaders looking for the
inspiration that big ideas provide, both to accelerate their own growth and that of their companies, should look no further. HBR's
10 Must Reads series focuses on the core topics that every ambitious manager needs to know: leadership, strategy, change,
managing people, and managing yourself. Harvard Business Review has sorted through hundreds of articles and selected only
the most essential reading on each topic. Each title includes timeless advice that will be relevant regardless of an
ever?changing business environment.

HBR's 10 Must Reads on Mental Toughness (with bonus interview "Post-Traumatic Growth and Building Resilience" with Martin Seligman) (HBR's 10
Must Reads) Harvard Business Review Press

Whether you're starting out in your career or just want a refresher on the fundamentals, the HBR Essential 20-Minute Manager Collection gives you a
hand-picked selection of concise, practical primers on the professional skills you need to master most. This specially priced five-volume set includes
Getting Work Done, Managing Time, Presentations, Running Meetings, and Difficult Conversations. You'll learn how to: Prioritize your work
Determine the right time to work on each task and avoid distractions Deliver presentations that persuade Plan ahead to set your meetings up for
success Navigate conflict while making sure all voices are heard Address difficult situations without the drama Don't have much time? Get up to
speed fast on the most essential business skills with HBR's 20-Minute Manager series. Whether you need a crash course or a brief refresher, each
book in the series is a concise, practical primer that will help you brush up on a key management topic. Advice you can quickly read and apply, for
ambitious professionals and aspiring executives, from the most trusted source in business. Also available as an ebook.

HBR's 10 Must Reads Ultimate Boxed Set (14 Books) Harvard Business Review Press

Do you supervise people? If so, this book is for you. One of a manager’s toughest—and most important—responsibilities is to evaluate an
employee’s performance, providing honest feedback and clarifying what they’ve done well and where they need to improve. In How to

Be Good at Performance Appraisals, Dick Grote provides a concise, hands-on guide to succeeding at every step of the performance
appraisal process—no matter what performance management system your organization uses. Through step-by-step instructions,
examples, do-and-don’t bullet lists, sample dialogues, and suggested scripts, he shows you how to handle every appraisal activity from
setting goals and defining job responsibilities to evaluating performance quality and discussing the performance evaluation face-to-face.
Based on decades of experience guiding managers through their biggest challenges, Grote helps answer the questions he hears most
often: « How do | set goals effectively? How many goals should someone set? « How do | evaluate a person’s behaviors? Which counts
more, behaviors or results? « How do | determine the right performance appraisal rating? How do | explain my rating to a skeptical
employee? « How do | tell someone she’s not meeting my expectations? How do | deliver bad news? Grote also explains how to tackle
other thorny performance management tasks, including determining compensation and terminating poor performers. In accessible and
useful language, How to Be Good at Performance Appraisals will help you handle performance appraisals confidently and successfully,
no matter the size or culture of your organization. It's the one book you need to excel at this daunting yet critical task.

Harvard Business Review on Becoming a High Performance Manager Harvard Business Review Press

See faster results through everyday feedback. The Feedback Imperative: How to Give Everyday Feedback to Speed Up Your Team’s
Success reveals the hidden reasons why giving feedback to employees can be so difficult and yet so urgently needed in today’s
workplace, and provides the definitive steps for overcoming feedback avoidance and taking great leaps forward with employee
engagement, retention, and performance. Anna Carroll applies her extensive research and expertise in business consulting and
psychology to illustrate how brain science, generational trends, our information economy, limiting beliefs, and organizational culture collide
in the new workplace, creating a huge gap between the supply and demand of helpful professional feedback. In her “Seven Steps to
Everyday Feedback” and sixteen tools for self-assessment and planning, Carroll provides detailed instructions for leaders to execute a
feedback turnaround that will quench their team members’ thirst for helpful feedback and build a culture in which employee-to-leader and
peer-to-peer feedback are welcome as well.

The Virtual Manager Collection (3 Books) (HBR 20-Minute Manager Series) Harvard Business Review Press

Are your employees meeting their goals? Is their work improving over time? Understanding where your employees are succeeding—and falling
short—is a pivotal part of ensuring you have the right talent to meet organizational objectives. In order to work with your people and effectively monitor
their progress, you need a system in place. The HBR Guide to Performance Management provides a new multi-step, cyclical process to help you
keep track of your employees' work, identify where they need to improve, and ensure they're growing with the organization. You'll learn to: Set clear
employee goals that align with company objectives Monitor progress and check in regularly Close performance gaps Understand when to use
performance analytics Create opportunities for growth, tailored to the individual Overcome and avoid burnout on your team Arm yourself with the
advice you need to succeed on the job, with the most trusted brand in business. Packed with how-to essentials from leading experts, the HBR Guides
provide smart answers to your most pressing work challenges.

Harvard Business Review Guides Ultimate Boxed Set (16 Books) Harvard Business Review Press
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Netflix Reinvented HR," by Patty McCord; "Leading the Team You Inherit,” by Michael D. Watkins; "The Overcommitted Organization," by Mark
Mortensen and Heidi K. Gardner; "Global Teams That Work," by Tsedal Neeley; "Creating the Best Workplace on Earth," by Rob Goffee and Gareth
Jones.

The Progress Principle Harvard Business Press

It's one of the thorniest management problems around: dealing with unmotivated, low-performing employees. It's easy to point
the finger of blame at them. But in most companies, it's the reward system, not the workforce, that's causing poor attitudes and
performance: many reward systems actually discourage desired behaviors while rewarding the very actions that drive
executives crazy. In Reward Systems: Does Yours Deliver? Steve Kerr describes the steps you must take to create an effective
reward system:. - Clarify what you mean by "performance" -- in ways that help employees understand how they can support
what you're trying to accomplish - Devise an effective performance-measurement system that distinguishes between metrics
used for control and those used for employees' development - Design a reward system that motivates people to do what you
want them to do while also meeting their needs To get the most from employees, you don't need to add headcount, upgrade
your IT capabilities, or hire consultants. You do need to develop the right reward system. This book shows you how. From our
new Memo to the CEO series -- solutions-focused advice from today's leading practitioners.

HBR's 10 Must Reads for New Managers (with bonus article “How Managers Become Leaders” by Michael D. Watkins) (HBR's 10 Must
Reads) Harvard Business Review Press

DON'T LET YOUR FEAR OF FINANCE GET IN THE WAY OF YOUR SUCCESS Can you prepare a breakeven analysis? Do you know
the difference between an income statement and a balance sheet? Or understand why a business that’s profitable can still go belly-up?
Has your grasp of your company’s numbers helped—or hurt—your career? Whether you’re new to finance or you just need a refresher,
this go-to guide will give you the tools and confidence you need to master the fundamentals, as all good managers must. The HBR Guide
to Finance Basics for Managers will help you: Learn the language of finance Compare your firm’s financials with rivals’ Shift your team’s
focus from revenues to profits Assess your vulnerability to industry downturns Use financial data to defend budget requests Invest smartly
through cost/benefit analysis

Delegating Work Harvard Business Press

If you manage a team, you need to be able to measure and manage their performance. From establishing a performance review cycle
and building toward your year-end assessment, to providing individual feedback and coaching and establishing group cohesion and
accountability, this collection teaches you the skills you need to inspire your team to greater success. This specially priced four-volume set
includes books from the HBR Guide series on the topics of Performance Management, Coaching Employees, Delivering Effective
Feedback, and Leading Teams. You'll learn how to: Set--and adapt--employee and team goals Assess performance fairly Coach your
employees through tough situations React calmly if someone gets defensive when you deliver feedback Create plans for individual
development Rethink how you use performance ratings Avoid burnout on your team Foster group camaraderie and cooperation Hold your
team accountable Arm yourself with the advice you need to succeed on the job, with the most trusted brand in business. Packed with how-
to essentials from leading experts, the HBR Guides provide smart answers to your most pressing work challenges.
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