Introducing Productivity A Practical Guide Introducing

This new book explains the Productivity Measurement and Enhancement system
(ProMES) and how it meets the criteria for an optimal measurement and feedback
system. It summarizes all the research that has been done on productivity, mentioning
other measurement systems, and gives detailed information on how to implement this
one in organizations. This book will be of interest to behavioral science researchers and
professionals who wish to learn more about the practical methods of measuring and
Improving organizational productivity.
Part of the theory about predicting the direction of technology in this book builds upon
work done by Clayton Christensen, a professor of business at Harvard University.
Christensen has written many books about how multinational corporations are affected
by a topic called "disruptive technology."
Based on practical, clinically proven, and tried-and-tested approaches, Introducing
Family Psychology - A Practical Guide looks at fitteen major problems that are typically
encountered by families. Introducing Family Psychology - A Practical Guide provides
workable solutions based on experiences that cross cultural boundaries. This Practical
Guide is a valuable resource to help child carers - from single parents to grandparents -
deal with the difficulties that can arise when bringing up a child.
Hi there, I'm sharing some questions that will help you be more productive in life and
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get closer to your dreams, hopes and go after what you really want. Enjoy Rodrigo
Valdés
In order to remain competitive in today's world, companies need to be able to integrate
internally and externally by connecting sensors, customers and partners with the
information in their systems of record. In short, they need to integrate with everything.
This IBM® Redbooks® publication describes how IBM Application Integration Suite and
IBM Messaging portfolio can be used to satisfy the needs of core hybrid integration use
cases, accelerating companies in their digital transformation journey. All concepts are
explained within the context of these use cases: Joining the APl economy Improving
productivity Refactoring for innovation The target audience for this book is cloud and
integration architects and specialists who are implementing hybrid integration solutions.
This book introduces the concept of Intelligent Buildings to the wider construction
community. Edited by the Father of Intelligent Buildings, Derek Clements-Croome, the
book explains that intelligent buildings should be sustainable, healthy, technologically
aware, meet the needs of occupants and business, and should be flexible and
adaptable to deal with change. This means the processes of planning, design,
construction, commissioning and facilities management including post-occupancy
evaluation are all important. Buildings comprise many systems devised by many people
and yet the relationship between buildings and people can only work satisfactorily if
there is an integrated team with a holistic vision.
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2 books in 1: Introducing Focus: The Ultimate Guide to Achieving Unbreakable Focus,
Increasing Your Productivity, and Sharpening Your Mind Introducing Body Language: A
Practical Guide to Learning All About Body Language and How It Can Benefit You in
Your Everyday Life Book 1: Introducing Focus: The Ultimate Guide to Achieving
Unbreakable Focus, Increasing Your Productivity, and Sharpening Your Mind ARE
READY TO DISCOVER THE BEST WAYS TO IMPROVING YOUR FOCUS?! Is it safe
to say that you get irritated in light of the fact that you can't seem to concentrate for long
periods of time and are not keeping on top of things in your everyday life? You cant
seem to get out of that never ending hole of switching between various different things?
The only way to get over this is to take that leap into learning how to solve your focus
problems. This book is ideal for somebody wanting to learn the best ways of how to
organize your life and get everything back to efficient, working order. This book will
provide you with a mental diagram of the essential procedures that will prompt you
towards better unbreakable focus. This is what you can expect to find within this book;
Learn how the body has an effect on your focus The benefits of being focused How to
develop self-discipline How to cut down pressure and stress Strategies to building
unbreakable focus Much more! If you feel like you have not been able to finish a task
once you have started it, if you get side tracked by other things around you, or you just
seem to lose interest the minute you begin to work, then this book is for you. Book 2:
Introducing Body Language: A Practical Guide to Learning All About Body Language
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and How It Can Benefit You in Your Everyday Life WANT TO LEARN ALL ABOUT
BODY LANGUAGE?! A practical guide for understanding the body language of others
and monitoring your own. This book discloses how to read and comprehend other
individuals and how to be more mindful of what you are stating with your own body
language. This simple, easy to read guide shows you how to comprehend non-verbal
messages, dealing independently with various parts of the body, for example, outward
appearances, facial expressions, stance and hand gestures. This book will teach you
the basics of body language as well as advanced techniques, so you can get started
straight away! You will learn to assess your current body language and track your
progress as your understanding and skills improve. In this modern age where
information intake is key, body language plays an important role, and the more you
know, the more freedoms, interests, and opportunities you'll have. Ready to get started
and become more knowledgeable in body language? Lets get going!
An Introduction to Efficiency and Productivity Analysis is designed as a primer for
anyone seeking an authoritative introduction to efficiency and productivity analysis. It is
a systematic treatment of four relatively new methodologies in Efficiency/Production
Analysis: (a) Least-Squares Econometric Production Models, (b) Total Factor
Productivity (TFP) Indices, (c) Data Envelopment Analysis (DEA), and (d) Stochastic
Frontiers. Each method is discussed thoroughly. First, the basic elements of each
method are discussed using models to illustrate the method's fundamentals, and,
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second, the discussion is expanded to treat the extensions and varieties of each
method's uses. Finally, one or more case studies are provided as a full illustration of
how each methodology can be used. In addition, all four methodologies will be linked in
the book's presentation by examining the advantages and disadvantages of each
method and the problems to which each method can be most suitably applied. The
book offers the first unified text presentation of methods that will be of use to students,
researchers and practitioners who work in the growing area of Efficiency/Productivity
Analysis. The book also provides detailed advice on computer programs which can be
used to calculate the various measures. This involves a number of presentations of
computer instructions and output listings for the SHAZAM, TFPIP, DEAP and
FRONTIER computer programs.
All students and professors need to write, and many struggle to finish their stalled
dissertations, journal articles, book chapters, or grant proposals. Writing is hard work
and can be difficult to wedge into a frenetic academic schedule. In this practical, light-
hearted, and encouraging book, Paul Silvia explains that writing productively does not
require innate skills or special traits but specific tactics and actions. Drawing examples
from his own field of psychology, he shows readers how to overcome motivational
roadblocks and become prolific without sacrificing evenings, weekends, and vacations.
After describing strategies for writing productively, the author gives detailed advice from
the trenches on how to write, submit, revise, and resubmit articles, how to improve
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writing quality, and how to write and publish academic work.
A Practical Guide to Writing a Ruth L. Kirschstein NRSA Grant, Second Edition,
continues to provide F-Series grant applicants and mentors with insider knowledge on
the process by which these grants are reviewed, the biases that contribute to the
reviews, the extent of information required in an NRSA training grant, and a deeper
understanding of the exact purpose of each section of the application. New additions to
this edition include coverage of other NIH grants, such as R01, R21, and P20, as well
as information on significant modifications to the Biosketch and Letters of
Recommendation sections. This book is a solid resource for trainees and their mentors
to use as a guide when constructing F30, F31, and F32 grant applications. Highlights
changes since the first edition, including these new components, such as Applicant's
Background Provides a description of the Institutional Environment and Commitment to
Training Covers F30, F31, and F32 grant applications Presents key suggestions on
how to best construct each section of the application
Learn to take your classroom curriculum digital using Google Classroom’s unique file
sharing features. Introduction to Google Classroom will help teachers of all grade levels
master the basics of communication and education using the Google Classroom file
sharing service. Learn how to connect with students, control access to lessons,
distribute assignments, and update your class calendar. Google Classroom newbie? No
worries! Experienced educator and author Annie Brock takes readers step-by-step
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through the most common Google Classroom features and terminology. Packed with
tips, tricks, troubleshooting, helpful screenshots, and activity ideas to keep students of
all ages engaged, this book is indispensable as the future of teaching continues to
evolve.
In this constantly-connected, do-more-with-less world, being able to increase your
productivity is a real advantage. Certified Professional Organizer (CPO(R)) and
productivity expert Tamara Myles has developed a simple model-the Productivity
Pyramid-which provides an actionable framework for anyone to achieve better results.
Based on a sequence of steps leading to peak performance, the author's easily adapt
able system consists of five levels: * Physical Organization: from decluttering to filing-
fool-proof strategies for handling incoming papers and ensuring information remains
accessible * Electronic Organization: from dealing with email to electronic file
management options such as cloud computing * Time Management: mastering the
three P's-Plan, Prioritize, and Perform * Activity-Goal Alignment: breaking objectives
into specific, relevant, and measurable daily tasks * Possibility: identifying new life and
business goals that will help you reach your greatest potential Since no single solution
will work for everyone, The Secret to Peak Productivity helps you tailor your own
personal plan. First, a quick assessment determines your strengths and weaknesses
and pinpoints where to focus for immediate results. Then, as you reach each
productivity level, you will find a range of potential strategies-allowing you to choose the
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ones that are right for you for truly remarkable results.
Designed to empower new investigators to conduct their own original research projects,
the third edition of Introduction to Health Research Methods: A Practical Guide leads
the reader step-by-step guide in performing quantitative and qualitative research in
medicine, public health, and other clinical and population health fields. Organized in five
sections, the text covers the entire research process from formulating a study question
and selecting a study approach to collecting and analyzing data and then disseminating
the findings. Chapters about methods for primary studies (collecting new data),
secondary analyses (analyzing existing data), and tertiary studies (conducting literature
reviews and meta-analyses) provide comprehensive coverage of the scope of health
research. By breaking the research process down into a series of achievable steps,
Introduction to Health Research Methods shows students and early career scholars
how they can contribute to improving the health of individuals and communities through
research. The Third Edition has been significantly updated to include: - Expanded
coverage of qualitative research methods, including new chapters on qualitative study
design, data collection, and data analysis. - Additional glossary terms that clarify key
terminology for all stages of the research process and a diversity of study approaches. -
Enhanced explanations of how to select and implement quantitative and qualitative
research and analysis methodologies. - New and updated coverage of topics such as
framing research questions, developing testable hypotheses, defining specific aims,
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responsibly conducting research, selecting study designs, minimizing bias, applying
theoretical paradigms, ensuring rigor and reproducibility, conducting quality
assessment, managing grants, and more.

World-leading productivity expert Graham Allcott’s business bible is given a complete
update for 2019. Do you waste too much time on your phone? Scroll through Twitter or
Instagram when you should be getting down to your real tasks? Is your attention easily
distracted? We've got the solution: The Way of the Productivity Ninja. In the age of
information overload, traditional time management techniques simply don’t cut it
anymore. Using techniques including Ruthlessness, Mindfulness, Zen-like Calm and
Stealth & Camouflage, this fully revised new edition of How to be a Productivity Ninja
offers a fun and accessible guide to working smarter, getting more done and learning to
love what you do again.

Disruption of a construction project is of key concern to the contractor as any delay to the
project will involve the contractor in financial loss, unless those losses can be recovered from
the employer. It is, however, acknowledged that disruption claims in construction are difficult to
prove, usually the result of poor or inaccurate project records, but the cost of lost productivity
or reduced efficiency to the contractor under these circumstances is very real. Practical Guide
to Disruption and Productivity Loss on Construction & Engineering Projects is clearly written to
explain the key causes of disruption and productivity loss. Disruption claims rest on proof of
causation, so it discusses the project records that are necessary to demonstrate the causes of

disruption, lost productivity and reduced efficiency in detail. Quantification of a disruption claim
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in terms of delay to activities and the associated costs are also fully discussed. With many
worked examples throughout the text, this will be an essential book for anyone either preparing
or assessing a disruption and loss of productivity claims, including architects, contract
administrators, project managers and quantity surveyors as well as contractors, contracts
consultants and construction lawyers.

An Introducing Practical Guide showing you how to decrease stress and increase efficiency.
...method of measuring and improving organizational productivity ... that results in substantial
productivity improvement ...

A Practical Guide to X Window Programming is a basic guide that takes readers step by step
through developing applications using X-Windows. The book covers the Xt Intrinsics portion of
the X-Window system in detail and discusses the MIT Athena and OSF/Motif Widget Sets that
are used in many of the examples. Topics covered include C programming fundamentals, text
handling using X, fonts, event handling in Xt, extending the Widget Sets (building on Field
Editor Widget), designing and constructing an application, building menus, printing help,
OSF/Motif (including the window arranger) and interclient communication. Three extensive
appendices are included: Widgets, Classing, and Exported Functions; Quick Xt Reference
Guide (X11R4); and Quick Guide to OSF/Motif Widgets. Any applications designer interested
in developing applications with Xt will find this book a valuable and enlightening resource.
Introducing ProductivityA Practical Guidelcon Books

Project Portfolio Management (PPM) goes beyond the typical project management approach to
offer a set of proven business practices that can help executives, program managers, and

project managers bring projects into alignment with the strategies, resources, and executive
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oversight of the overall enterprise. Step by step, this book shows how to take a project from the
inception of a vision to the realization of benefits to the organization. Project Portfolio
Management draws on project management expert Harvey A. Levine’s years of research and
distills the knowledge and best practices from dozens of leaders in the field to show how to
select and implement the projects that will garner the best results. Throughout this important
resource, Levine tackles the many challenges associated with PPM, including Ranking value
and benefits Determining the size of the portfolio pipeline Assessing the impact of uncertainty
on projects and portfolios Understanding the benefit and risk relationship Establishing a
portfolio governance capability Managing the portfolio to maximize benefits Implementing PPM
Introducing Personal Finance, by economics expert Michael Taillard, teaches you everything
you need to know about managing your financial life. It's crammed full of practical advice on
how to save, earn and get the most out of your money. MAKE YOUR MONEY WORK FOR
YOU by matching your spending and investments to your values CONTROL YOUR
SPENDING BEHAVIOUR by gathering and tracking financial information efficiently SIMPLIFY
YOUR FINANCIAL MANAGEMENT by learning to use the right tools effectively REALIZE
YOUR SAVINGS GOALS by understanding what you want to and can achieve

Don't try to do it all. Do more good. Better. | am no productivity guru. | am a
writer, a church leader, a husband, and a father—a Christian with a lot of
responsibilities and with new tasks coming at me all the time. | wrote this short,
fast-paced, practical guide to productivity to share what | have learned about

getting things done in today'’s digital world. Whether you are a student or a
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professional, a work-from-home dad or a stay-at-home mom, it will help you learn
to structure your life to do the most good to the glory of God. In Do More Better,
you will learn: Common obstacles to productivityThe great purpose behind
productivity3 essential tools for getting things doneThe power of daily and weekly
routines And much more, including bonus material on taming your email and
embracing the inevitable messiness of productivity. It really is possible to live a
calm and orderly life, sure of your responsibilities and confident in your progress.
You can do more better. And | would love to help you get there. —Tim Challies
The Practical Guide to Transforming Your Company is a concise handbook for
conducting business transformations—defining and implementing a redirection in
the company’s core business or in its strategic positioning. Starting where such
programs as LEAN and Six Sigma leave off, the text offers a well-proven
methodology for conducting a comprehensive transformation (not a process-by-
process efficiency enhancement). The book provides dozens of forms, figures,
templates, and checklists the authors have developed through personal
experience leading successful corporate efforts. In a sequence paralleling the
process of transformation, individual chapters are devoted to the roles and
responsibilities of the company leadership, the workforce, and the board of

directors. Principles are reinforced by illuminating key success factors by
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examining government and commercial projects from the United States, Canada,
and the United Kingdom. Written by two individuals with proven track records,
this book is sure to produce success in any transformation endeavor.

'‘An accessible thought provoking book that offers something of interest to anyone
responsible for organising (or participating in) meetings.' Jackie Weaver, Chief
Officer of the Cheshire Association of Local Councils Zoom fatigue? Calendar full
of meetings that could just be an email? Online and offline, too much valuable
time is wasted in meetings. Often little advance planning takes place, resulting in
productivity drains rather than productivity gains. Providing realistic and practical
advice, productivity professionals Graham Allcott and Hayley Watts show how to
reduce the amount of time you spend in meetings, and ensure that the ones that
you do attend are genuine opportunities to collaborate and get things done.
Learn how to hold and attend meetings where the focus is on the outcome; get to
grips with the 40—20-40 Continuum, so that only 20 per cent of your attention for
each meeting is spent in the meeting itself — the rest is in the preparation and the
follow-through; and understand when it's necessary to say that you won’t be
attending — and how best to do so.

This groundbreaking book helps you master the management of information

security, concentrating on the recognition and resolution of the practical issues of
Page 13/25



developing and implementing IT security for the enterprise. Drawing upon the
authors' wealth of valuable experience in high-risk commercial environments, the
work focuses on the need to align the information security process as a whole
with the requirements of the modern enterprise, which involves empowering
business managers to manage information security-related risk. Throughout, the
book places emphasis on the use of simple, pragmatic risk management as a
tool for decision-making. The first book to cover the strategic issues of IT
security, it helps you to: understand the difference between more theoretical
treatments of information security and operational reality; learn how information
security risk can be measured and subsequently managed; define and execute
an information security strategy design and implement a security architecture;
and ensure that limited resources are used optimally. Illustrated by practical
examples, this topical volume reveals the current problem areas in IT security
deployment and management. Moreover, it offers guidelines for writing scalable
and flexible procedures for developing an IT security strategy and monitoring its
implementation. You discover an approach for reducing complexity and risk, and
find tips for building a successful team and managing communications issues
within the organization. This essential resource provides practical insight into

contradictions in the current approach to securing enterprise-wide IT
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infrastructures, recognizes the need to continually challenge dated concepts,
demonstrates the necessity of using appropriate risk management techniques,
and evaluates whether or not a given risk is acceptable in pursuit of future
business opportunities.

Discover how to implement Revit best practices along with Dynamo and Power
Bl to visualize and analyze BIM information Key Features Boost productivity in
Revit and apply multiple workflows to work efficiently on BIM projects Optimize
your daily work in Revit to perform more tasks in less time Take a hands-on
approach to improving your efficiency with useful explanations, which will step-
change your productivity Book Description Revit software helps architects, BIM
coordinators, and BIM managers to create BIM models and analyze data to
improve design and construction. Building Information Modeling (BIM) has
promoted a transformation in the engineering and construction industries where
information is at the core of a methodology that improves productivity, providing
several benefits in comparison to the traditional 2D CAD process. This book
takes a hands-on approach to implementing this new methodology effectively.
Complete with step-by-step explanations of essential concepts and practical
examples, this Revit book begins by explaining the principles of productivity in

Revit and data management for BIM projzects. You'll get to grips with the primary
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BIM documentation to start a BIM project, including the contract, Exchange
Information Requirements (EIR), and BIM Execution Plan (BEP/BXP). Later,
you'll create a Revit template, start a Revit project, and explore the core
functionalities of Revit to increase productivity. Once you've built the foundation,
you'll learn about Revit plugins and use Dynamo for visual programming and
Power BI for analyzing BIM information. By the end of this book, you'll have a
solid understanding of Revit as construction and design software, how to
increase productivity in Revit, and how to apply multiple workflows in your project
to manage BIM. What you will learn Explore the primary BIM documentation to
start a BIM project Set up a Revit project and apply the correct coordinate system
to ensure long-term productivity Improve the efficiency of Revit core
functionalities that apply to daily activities Use visual programming with Dynamo
to boost productivity and manage data in BIM projects Import data from Revit to
Power Bl and create project dashboards to analyze data Discover the different
Revit plugins for improved productivity, visualization, and analysis Implement
best practices for modeling in Revit Who this book is for This book is for
architects, designers, engineers, modelers, BIM coordinators, and BIM managers
interested in learning Autodesk Revit best practices. Increasing Autodesk Revit
Productivity for BIM Projects will help you to explore the methodology that
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combines information management and research for quality inputs when working
in Revit.

An understanding of people analytics is a crucial skill for all HR professionals. No
longer limited to employees in data teams or those with analyst in their job titles,
people analytics is now an integral part of every HR job. Introduction to People
Analytics allows all HR professionals to get to grips with analytics, feel confident
in their ability to handle employee and organizational data and use analytics to
move from opinions to insights. From where to find data in an organization, how
to collect it and analyse it through to how to use these findings to add business
value, Introduction to People Analytics is essential reading for all HR
professionals. With case studies and thought leadership insights from companies
who have leveraged people analytics to improve culture and employee
engagement, increase performance and reduce costs including NHS, Brompton
Bikes, British Heart Foundation, King, Experian and AstraZeneca, FIS and
Swarovski, this book shows how and where HR analytics can make a tangible
difference to organizations. There is also expert guidance and practical advice on
how to embed analytics into HR processes and adopt a data-driven approach to
all workplace activities.

Work in the 21st Century, 5th Edition by Frank J. Landy and Jeffrey M. Conte,
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ties together themes such as diversity, mental and physical ability, personality,
interpersonal skills, emotional intelligence, and evidence-based I-O psychology in
a way that explores the rich and intriguing nature of the modern workplace. The
5th edition places an emphasis on the technological and multicultural dynamics
of today's workplace. This edition retains the 14-chapter format and the 4-color
design, which brings [-O psychology to life, especially with the use of newsworthy
color photographs. This text is an unbound, three hole punched version.

This book is not going to be an exhaustive survey covering all aspects of rational
drug design. Instead, it is going to provide critical know-how through real-world
examples. Relevant case studies will be presented and analyzed to illustrate the
following: how to optimize a lead compound whether one has high or low levels
of structural information; how to derive hits from competitors’ active compounds
or from natural ligands of the targets; how to springboard from competitors’ SAR
knowledge in lead optimization; how to design a ligand to interfere with protein-
protein interactions by correctly examining the PPI interface; how to circumvent
IP blockage using data mining; how to construct and fully utilize a knowledge-
based molecular descriptor system; how to build a reliable QSAR model by
focusing on data quality and proper selection of molecular descriptors and

statistical approaches. A Practical Guidgzto Rational Drug Design focuses on
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computational drug design, with only basic coverage of biology and chemistry
Issues, such as assay design, target validation and synthetic routes. Discusses
various tactics applicable to daily drug design Readers can download the
materials used in the book, including structures, scripts, raw data, protocols, and
codes, making this book suitable resource for short courses or workshops Offers
a unique viewpoint on drug discovery research due to the author’s cross-
discipline education background Explores the author’s rich experiences in both
pharmaceutical and academic settings

Drawing on research from the fields of neuroscience, faculty development, work
productivity, positive psychology, and resilience, The Peak Performing Professor
is filled with techniques, strategies, and practical tools for managing the
complexities of academic life while maximizing professional potential. This much-
needed resource reveals the four skill sets (PACE) that enhance peak
performance and shows faculty step-by-step how to: Power their work and lives
with purpose and meaning. Align all of their activities with that purpose. Connect
with mutually helpful colleagues and intimates. Energize themselves to thrive in
this interesting and engaging career. To help develop these essential skills, the
book contains exercises that can help faculty hone their abilities to anchor their

work, roles, and use of time in their mosg deeply held values; to integrate their
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personal and professional lives into a seamless whole; to experience more work-
life balance; and, ultimately, to create a legacy of a life well-lived. Administrators
will also find the book a useful tool for guiding their faculty to produce, stay
engaged, and experience job satisfaction. "The first time | saw Susan present her
Pyramid of Power model, | knew | needed to learn more. This book provides both
the ideas and the practical advice that can help faculty and faculty developers
make our lives more effective and more livable." —L. Dee Fink, author of Creating
Significant Learning Experiences "An amazing book—essential reading for every
faculty member. The integration of sound scholarship and practical advice is
extraordinary. This book will power faculty workshops and faculty lives!" —Barbara
Walvoord, professor emerita, University of Notre Dame; author of Effective
Grading

To do: take the stress out of work defeat ‘information overload’ be more

efficient. Whether you are overwhelmed by your to-do list, or get stressed just
looking at your full inbox, this Practical Guide from productivity expert Graham
Allcott reveals how to think, and act, more productively and to start loving work.
Following a simple A-Z of expert tips and real-life examples, you will learn to
improve your focus, regain control, and feel cool, calm and collected.

Provides a solid foundation for anyonezjg)zterested in group therapy! Introduction
Page 5



to Group Therapy: A Practical Guide, Second Edition continues the clinically
relevant and highly readable work of the original, demonstrating the therapeutic
power group therapy has in conflict resolution and personality change. This
unique book combines theory and practice in a reader-friendly format, presenting
practical suggestions in areas rarely covered in academic settings. A proven
resource for introductory and advanced coursework, the book promotes group
therapy at the grassroots level-students-where it has the most opportunity to be
put into effect. Introduction to Group Therapy: A Practical Guide, Second Edition
expands on issues presented in the book's first edition and introduces new
information on topics such as the historical beginnings of group therapy, theories,
modalities, practical issues of how to set up an office for an effective group
environment, surviving your training sites, problem clients, contemporary issues
drawn from online discussion, and developing a group practice. The book also
includes case studies, review gquestions, a glossary, appendices of relevant
topics, and an extensive bibliography. Changes to Introduction to Group Therapy:
A Practical Guide include: the expansion of “A Case Study” into two chapters to
include analysis from 17 senior clinicians a new chapter on group therapy as a
negative experience a new chapter on group psychotherapy as a specialty new

material on self-protection new material on the training site and the problematic
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client and much more! Thorough, well organized, and based on first-hand
accounts, this book is also a great resource for experienced clinicians who need
proven and expert advice from colleagues in the field. Introduction to Group
Therapy, Second Edition effectively combines theory and practical suggestions to
help you offer improved therapy to clients.

Introducing Productivity — by Graham Allcott of Think Productive, and the author
of How to be a Productivity Ninja — reveals, using simple tips, advice and real-life
examples, how to get more done and manage your time effectively. Whether you
are overwhelmed by your to-do list or just get stressed looking at your full inbox,
it will help you to think — and act — more productively.AVOID UNNECESSARY
MEETINGS to maximise your timeSTOP PROCRASTINATING and eradicate
stressCLEAR OUT YOUR INBOX and take back controMPROVE YOUR
WORKFLOW and love your job again

Every idea in this book is focused on increasing your overall levels of
productivity, performance, and output and on making you more valuable in
whatever you do. You can apply many of these ideas to your personal life as
well. Each of these twenty-one methods and techniques is complete in itself. All
are necessary. One strategy might be effective in one situation and another might

apply to another task. All together, theségztwenty-one ideas represent a
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smorgasbord of personal effectiveness techniques that you can use at any time,
in any order or sequence that makes sense to you at the moment. The key to
success is action. These principles work to bring about fast, predictable
improvements in performance and results. The faster you learn and apply them,
the faster you will move ahead in your career - guaranteed! There will be no limit
to what you can accomplish when you learn how to Eat That Frog!

What does it mean to be a productive professor in higher education? What would
it feel like to have more peace and productivity? To have nothing fall through the
cracks? The Productive Online and Offline Professor is written for today’s busy
higher education professional. Through an exploration of what it means to make
work meaningful, this book offers practical strategies and tips to support higher
education professionals in efficiently managing and effectively using a wide range
of technologies and productivity tools. Higher education instructors will find this
guide helps them to fulfill their teaching roles with excellence and to build
engaging relationships with students while also successfully managing other
priorities in their professional and personal lives. The Productive Online
Professor assists those who teach online and blended courses with managing
their personal productivity. Faculty are often expected to provide support and

feedback to learners outside of normal work hours in non-traditional classes.
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Programs that are designed with more asynchronous content may cause faculty
to perceive that it is difficult to ever press the “off button” on their teaching.The
author offers guidance and suggests software tools for streamlining
communication and productivity that enable faculty to better balance their lives
while giving rich feedback to students. Part 1 addresses the challenges in
defining productivity and presents a working definition for the text. Part 2
describes the ability to communicate using both synchronous and asynchronous
methods, along with ways of enriching such communication. Part 3 describes
methods for finding, curating, and sharing relevant knowledge both within one’s
courses and to a broader personal learning network (PLN). Part 4 examines
specific tools for navigating the unique challenges of productivity while teaching
online. It includes ways to grade more productively while still providing rich
feedback to students. Part 5 shares techniques for keeping one’s course
materials current and relevant in the most efficient ways possible. The Productive
Online Professor is a practical guide for how to provide high quality online
classes to diverse students. This book shares specific technology and other tools
that may be used in charting a course toward greater productivity. It is intended
to be a professional resource for fulfilling our roles with excellence and joy, while

managing other priorities in our personal and professional lives.
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