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            The Ninth Edition of this well-established text, while retaining the contents and style of the earlier editions, continues to discuss the basic skills of management and leadership. The assumption of the book is that the human person is by nature a manager and has leadership and managerial skills that can and should be continually developed  Hi That is an elaborate and well structured presentation that covers all the key aspects of a front line managers functions. The presentation would have been even more effective with a suitable last slide and the appropriate slide design and background. The current slide design makes the presentation in some slides look too cluttered. Project Management Skills PDF – Free Download Project Management Skills Book in PDF Format Organizations are increasingly using project management techniques within their operations and the specialist language of project management has become more and more commonplace in managerial and executive meetings. Basic Managerial Skills is an excellent handbook for young managers and management students. --Prof. BISWAJEET PATTANAYAK, Former Professor, IIM Indore . This is a remarkable book on perfectible skills of management and leadership. We have made it compulsory reading for all students of management at IMIS. Fr. McGrath says profound truths on  These leadership skills books are available in pdf format and are free to download for your PC, Mac, laptop, tablet, Kindle, eBook reader or Smartphone. ~ All these and much much more effective management skills pdf. Table of Contents. 1. How to Lead and Manage People 2. How Get Organized 3. How to Improve Your Planning Skills 4. How To Delegate Work and Responsibilities 5. Self Development Tips 6. How To Set and Achieve Goals 7. How To Better Manage Yourself 8. How to Conduct Successful  • Understand basic management principles applying to individuals, small and large organizations • Grasp the basics of management functions • Appreciate the ideal characteristics of a good manager • See the importance of knowledge of self when viewing management skills • Recognize professional skills required of managers. Learning Objectives • Appreciate the impact that unresolved issues can have on management skills • Be knowledgeable of the varying available self-development 
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