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All the relevant management techniques and principles are explained in a clear, practical style, structured around the recently revised National Occupational Standards for Management and
Leadership, and conforming to the requirements of the Qualifications and Curriculum Authority. After reading this book students will be well prepared and have everything needed to compile
the portfolio of evidence and achieve the qualification. Everything you Need for an NVQ in Management is also an extremely useful and comprehensive encyclopaedia of management
techniques and principles for those not wanting to gain a qualification. It is written specifically for supervisors and junior managers, middle managers and senior managers working within
medium and large organisations who wish to increase their knowledge and understanding of business and further their careers, whether or not they are working towards a specific qualification.
It would also prove useful to those running and working in small businesses and to business studies students in schools and colleges.
A revealing insight into the language of the Internet, looking at e-mail, chat, the Web, instant messaging and blogging.
This book will help students improve their speaking, listening, reading and writing skills. It will give an understanding of the importance of good communication skills for their personal
development and career. It is relevant to a variety of courses: HE, FE, Professional, Open University, A-level and International Baccalaureate.
The ABA Checklist for Family Heirs is a wonderful tool for anyone needing assistance in organizing information for heirs. The book, which comes complete with a CD of documents that can be
modified according to one's needs, includes the following checklists: personal history; family history; insurance; benefits for survivors; banking and savings; investments; real estate; debts;
wills and trusts; and final wishes.
This book focuses on storytelling and human life by exploring the possibilities of narrative approaches across numerous disciplines and in diverse contexts; stories are humanity’s oldest way
of making meaning of our past, present and future.
The fifth edition of this bestselling book is for school and MA26 students taking courses in Modern World History and for undergraduates in History and International Relations. It is a complete,
self-contained, lively and highly readable course, suitable for individual study or classroom use. The general reader who wishes to find out how the world got into its present state will also find
the book useful. Key features of the fifth edition: • A new chapter on Latin America and its changing relationship with the USA • New sections on the Arab Spring, the 2008 financial crash and
its aftermath, and the European Union in crisis • New material on the changing face of communism in China; USA: Bush to Obama; Russia under Putin and Medvedev; the continuing conflict
between Palestinians and Israelis and the 'war against terrorism' Content includes: • A survey of international relations and war from 1900 to 2012 • Europe and its history - the rise and fall of
fascism and communism • International affairs of the major superpowers - USA, Russia/USSR and China • International conflict -The Holocaust, 9/11 and the fall of Saddam Hussein •
Decolonization and subsequent events in Africa, and the rise of political Islam • Global problems - climate change, economic crises, the population 'explosion' • Mention of disagreements and
controversies among historians, as well as new interpretations and discoveries Norman Lowe has had many years' experience of teaching History at all levels, and for 25 years was Head of
History at Nelson and Colne MA26 in Lancashire. He is the author of Mastering Modern British History and Mastering Twentieth Century Russian History. Fully updated companion website
with examples of document questions for each chapter www.palgrave.com/masterseries/Lowe
Mastering Poetry is a practical book with wide-ranging examples, detailed commentaries and frameworks for analysis. Whether you are studying or reading poetry for pleasure, it will help you
to move beyond your first response to an analytical understanding of the relationship between content, language, structure and style.
The second edition of this popular international handbook highlights the developing relationship between psychology and the law. Consisting of all-new material and drawing on the work of
practitioners and academics from the UK, Europe, North America and elsewhere, this volume looks not only at the more traditional elements of psychology and the law - the provision of
psychological assessments about individuals to the courts - but also many of the recent developments, such as the interaction between psychologists and other professionals, decision-making
by judges and juries, and the shaping of social policy and political debate. Contemporary and authoritative in its scope, the second edition of The Handbook of Psychology in Legal Contexts
will again prove to be a valuable resource for scholars and students, as well as being a vital tool for all professionals working in the field. * Well known editors and an international list of
authors, most of whom are leaders in their field * Focus on psychological concepts and knowledge that will enlighten best practice and research * The focus on process and issues ensures
that the book is not limited in interest by specific legal codes or legislation, it is international * More than an updating of the old chapters, really a rethinking of the field and what is now
important and emerging
The third edition of this leading text provides a comprehensive guide to literary study. Emphasis has been placed on contextualizing literature and this updated version takes these changes
into account by incorporating more material on historical and cultural contexts as well as in-depth discussions on novels, drama and poetry.
This book is for anyone wishing to improve their communication skills & knowledge of the way in which communications function in organisations. It covers the skills of speaking, writing &
listening & provides guidance on meetings & speaking in public.
This is the story of the Outfit, the secretive organized crime cartel that began its reign in prohibition-era Chicago before becoming the real puppet master of Hollywood, Las Vegas, and
Washington D.C. The Outfit recounts the adventures and exploits of its bosses, Tony 'Joe Batters' Accardo (the real Godfather), Murray 'The Camel' or 'Curly' Humphreys (one of the greatest
political fixers and union organizers this country has ever known), Paul 'The Waiter' Ricca, and Johnny Rosselli (the liaison between the shadowy world and the outside world). Their invisibility
was their strength, and what kept their leader from ever spending a single night in jail. The Outfit bosses were the epitome of style and grace, moving effortlessly among national political
figures and Hollywood studio heads-until their world started to crumble in the 1970s. With extensive research including recently released FBI files, the Chicago Crime files of entertainer Steve
Allen, first-ever access to the voluminous working papers of the Kefauver Committee, original interviews with the members of the Fourth Estate who pursued the Outfit for forty years, and
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exclusive access to the journals of Humphrey's widow, veteran journalist Gus Russo uncovers sixty years of corruption and influence, and examines the shadow history of the United States.
This book is for anyone wanting to improve their communication skills and knowledge of how communication works in organizations. It provides guidance on telephoning and text messaging,
interviewing, meetings, giving presentations, speaking in public, letter and report writing, emailing and netiquette, visual and non-verbal communication. There are plenty of activities and
exercises throughout so that readers can check their progress. The fourth edition of this best-selling book has been revised to bring it fully up-to-date, taking into account the latest
developments in communication and technology. It also includes new material on the ways in which human interactions can be improved by an awareness of different social psychology
approaches.
For half a century from the 1930s to the 1980s, the celebrated Canadian animator Norman McLaren made films at a prodigious rate - his output averaged about one film every year. The
innovatory nature of his films won him worldwide acclaim, honours and prizes (including an OscarTM). Curiously, there has been a dearth of serious literature that focuses on the film work of
Norman McLaren. One reason for this has been the difficulty in identifying constants through McLaren's work. The very scope of McLaren's innovations together with the varied purposes of his
films meant that McLaren's films appeared incongruent. There is, for example, the shocking violence of Neighbours and the gentle whimsy of Hen Hop; the didacticism of Canon or Rythmetic
and the scintillating abstract energy of Begone Dull Care; the functionalism of Book Bargain and the sublime beauty of Pas de deux. By looking at the nature and span of McLaren's
innovations, and by putting his work in the context of his own ambitions and of his era, Terence Dobson approaches the puzzles that are set by the film work of Norman McLaren. On the way,
the encounter with McLaren's movies - which features a detailed analysis of some of his chief works - provides a pivotal view of one of the major film-makers of the twentieth century.
This interdisciplinary study examines the impact of cultural values on discourse.

Utopia should be understood as a method rather than a goal. This book rehabilitates utopia as a repressed dimension of the sociological and in the process produces the
Imaginary Reconstitution of Society, a provisional, reflexive and dialogic method for exploring alternative possible futures.
"Character" has become a front-and-center topic in contemporary discourse, but this term does not have a fixed meaning. Character may be simply defined by what someone
does not do, but a more active and thorough definition is necessary, one that addresses certain vital questions. Is character a singular characteristic of an individual, or is it
composed of different aspects? Does character--however we define it--exist in degrees, or is it simply something one happens to have? How can character be developed? Can it
be learned? Relatedly, can it be taught, and who might be the most effective teacher? What roles are played by family, schools, the media, religion, and the larger culture? This
groundbreaking handbook of character strengths and virtues is the first progress report from a prestigious group of researchers who have undertaken the systematic classification
and measurement of widely valued positive traits. They approach good character in terms of separate strengths-authenticity, persistence, kindness, gratitude, hope, humor, and
so on-each of which exists in degrees. Character Strengths and Virtues classifies twenty-four specific strengths under six broad virtues that consistently emerge across history
and culture: wisdom, courage, humanity, justice, temperance, and transcendence. Each strength is thoroughly examined in its own chapter, with special attention to its meaning,
explanation, measurement, causes, correlates, consequences, and development across the life span, as well as to strategies for its deliberate cultivation. This book demands the
attention of anyone interested in psychology and what it can teach about the good life.
Provides guidance necessary to understand and master the skills of critical appreciation. Addresses each skill and takes reader through each stage of the literary critical process.
Also includes sample questions and worked examples.
This book is the crown gem of the Society of Children's Book Writers and Illustrators publications. It contains virtually all the information you will need about writing and illustrating
for the children's book market. It will help you chart your creative work from inception all the way through the process of publishing and marketing.THE BOOK includes the latest
market reports, articles on social media, discussions of emerging publishing options, and up-to-the-minute directories of everything from agents to book reviewers to relevant blog
sites. Time-sensitive material contained in THE BOOK is updated regularly on our website, scbwi.org.The SCBWI staff takes great pride in presenting you with this invaluable tool
that will optimize your career, whether you are already well published ora newcomer to the field. Use it as your primary reference and workbook.THE BOOK is available to current
SCBWI members only. Make sure when you order your copy that your name in the shipping address matches your member name so that we can confirm your membership.
Members may only order one book at a time.
A September morning in 1989 changed Alton's history forever. At 7:34 a.m., a Dr Pepper truck collided with Mission School Bus no. 6. After the bus and its occupants plunged
into a water-filled caliche pit, twenty-one students lost their lives. The resulting investigation flooded the small South Texas community with reporters and lawyers. The heavily
scrutinized legal battle divided the city, but it did ultimately produce changes in school bus safety that continue to save lives today. Juan Carmona navigates the complicated
legacy of the tragic accident and its aftermath.
THE SUNDAY TIMES BESTSELLER 'FULL OF FUNNY AND HEART-WARMING STORIES' Sunday Express The charming sequel to Felix the Railway Cat, with more exciting
adventures from his life on and off duty at Huddersfield Railway Station. Felix, Senior Pest Controller at Huddersfield station, has been at the heart of a close-knit community
since the day she arrived as a kitten. But now, having risen to fame, everyday life at the station has become rather hectic; while reporters and fans clamour for a glimpse of her,
Felix and her human co-workers find themselves, and the station, in quite a whirlwind. With the job seemingly too big for one fluffy feline to handle, it seems only sensible to
recruit a young apprentice to the team: enter, Bolt. Full of funny and heart-warming stories, with personal tales from Felix's biggest fans, this is the remarkable tale of Felix and
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Bolt, the ultimate pest-controlling duo. AS SEEN ON THE ONE SHOW & GOOD MORNING BRITAIN Praise for Felix the Railway Cat: 'The global sensation' Daily Telegraph 'A
phenomenon' Big Issue 'The purrfect railway cat' Daily Express Royalties from the sale of this book will be donated to Huddersfield Samaritans and Action for Children
Dream, Organize, Plan, Grow ... The notion that heart-centered work and making money are somehow fundamentally incompatible is a false dichotomy. Choose a path of service
to others AND thrive financially! Our new Workbook is filled with practical, interactive tools that will guide you to succeed, whether you are just starting out or are already a
seasoned doula business owner. You will find: checklists, step-by-step instructions, tip sheets, worksheets, exercises, questionnaires, strategies, planners, trackers and more.
Get ready to implement your vision. From doula business expert and author of The Doula Business Guide, 2nd Edition, Patty Brennan.
Designed by experts in education, this comprehensive best-selling workbook features vivid and full-color illustrations to guide fourth grade children step-by-step through a variety of engaging and
developmentally appropriate activities. Topics and activit
This book investigates the stardom of Lady Gaga within a cultural-sociological framework. Resisting a reductionist perspective of fame as a commodity, Mathieu Deflem offers an empirical examination of the
social conditions that informed Lady Gaga’s rise to fame. The book delves into topics such as the marketing of Lady Gaga; the legal issues that have dogged her career; the media; her audience; her
activism; issues of sex, gender, and sexuality; and Lady Gaga’s unique artistry. By training a spotlight on this singular pop icon, Lady Gaga and the Sociology of Fame invites readers to consider the nature of
stardom in an age of celebrity.
Annotation The third edition ofAn Introduction to Family Therapyprovides an overview of the core concepts informing family therapy and systemic practice, covering the development of this innovative field
from the 1950s to the present day. The book considers both British and International perspectives and includes the latest developments in current practice, regulation and innovation, looking at these
developments within a wider political, cultural and geographical context. The third edition also contains:A new chapter on couple therapyA new chapter on practice development up to 2009Sections
highlighting the importance of multi-disciplinary practice in health and welfareLists of key texts and diagrams, suggested reading organized by topic, and practical examples and exercises are also used in
order to encourage the reader to explore and experiment with the ideas in their own practice. This book is key reading for students and practitioners of family therapy and systemic practice as well as those
from the fields of counselling, psychology, social work and the helping professions who deal with family issues.
When it comes to big dreams and schemes, young Chuck Lambert would give Walter Mitty a run for his money. In fact, Chuck’s biggest dream of all is really out of this world. Because he’s got his eyes on a
prize in the sky. Chuck wants to buy a planet of his own. . . . Madman Murphy, the King of Planetary Realtors, is more than happy to oblige. He’s got a whole galaxy of planets for sale. All Chuck needs is
money . . . and a lot of it. Eleven years later, saving every penny he can scrape up, Chuck’s dream comes true. He takes possession and takes off for Planet 19453X. . . . One problem: Madman Murphy has
sold Chuck a world of trouble. Because on Planet 19453X the water is undrinkable, the air is unbreathable, and the laws of physics don’t apply. Has Chuck’s dream turned into a nightmare? Not quite. As
he’s about to discover, sometimes, to fulfill your true desire, it’s simply a matter of digging a little deeper. . . . By the time A Matter of Matter appeared in 1949, L. Ron Hubbard’s stature as a writer was well
established. As author and critic Robert Silverberg puts it: he had become a “master of the art of narrative.” Hubbard’s editors urged him to apply his gift for succinct characterization, original plot, deft pacing
and imaginative action to the genre of science fiction and fantasy. The rest is Sci-Fi history. Also includes the science fiction adventures, The Conroy Diary, in which the man who opens up the universe to
mankind also opens himself to charges of fraud and tax evasion; The Obsolete Weapon, the story of an American GI involved in the 1943 invasion of Italy who slips back in time and finds himself fighting a
different kind of battle—as a gladiator in ancient Rome; and The Planet Makers, in which a great deal is at stake for the engineers who make planets habitable, but one of them has a surprising plan all his
own. "… this is a real corker, pulp fiction at its most entertaining."—Booklist * An International Book Awards Finalist
First published in 1999, this volume examines the inclusion of disabled children as a category of children in need under the Children Act 1989 and as eligible for assessments of need under the NHS and
Community Care Act 1990 has drawn renewed attention to the plight of these children and their families. This book presents the findings from a study of parents whose child has cerebral palsy. The research
undertaken at the cost of social policy change focuses on the apparent gap between the well-argued proposals for community care and the experiences of carers. A bewildering picture emerges of inadequate
services and treatments from the health, education and social services in the public, voluntary and private sectors. Parents experience isolation and stress as they explore ways to improve the quality of their
children’s lives by experimenting with unregulated and under-researched treatments for an incurable physical condition. The conclusion that there has been deterioration in provision for these families is a
serious indictment on current social policy direction.
Develop High-Level Awareness and Mental Strategies to Advance into Massive Success! There is an infinite amount of material out there on how to succeed, how to make money, how to trade stocks, how to
grow your business, how to enhance your career, etc. Nowadays, we have no shortage of people teaching others how to be successful. The majority of people who read and take courses on "how to" material
never actually succeed with it. That is a sad fact, because many people could have the beautiful and successful lives they want, but they are missing some key components that would get them results.
Success opportunities may be presenting themselves to you every day, but the problem is they are in a language in which you may not be fluent. The point of this book is to teach you how to become “fluent”
in the language of success and opportunity, so you can step out and receive this new world you can now perceive with full clarity and understanding. This book covers creating real success from scratch. It
does not matter if you are at “knowledge” scratch, financial scratch, or “entry level job” scratch. It does not matter if you filed bankruptcy yesterday. In fact, being “at scratch” is perfectly okay because it has
nothing to do with becoming successful. Where you are starting from means nothing, as long as you open your mind to the concepts I will be sharing with you to sculpt the right psychology to produce success
and opportunity.
Lesikar and Flatley's, Basic Business Communication (BBC): Skills for Empowering the Internet Generation, has long been known as a solid introductory business communication book that gets to the writing
skills sooner than most other texts and gives students true 'how-to' skills in all areas of business communication. It has solid examples, and is both consumer-and service-oriented. Its strength has also been
its use of margin notes, cartoons and photos that relate to the concepts and use of cases. Recent editions have established BBC as truly cutting edge; it was the first text in the market with PowerPoint as part
of its package, the first to have an online chapter, and with the 9th Edition is now the first to offer writing tips and templates for PDAs (personal digital assistants).).
This series uses authoritative authentic sources to explore topical business issues and builds the professional standard of language needed to communicate in the modern world of business.
Mastering CommunicationMacmillan International Higher Education
Ideal for A/AS-level, BTEC, Further and Adult Education courses, Introduction to degrees. This comprehensive book covers a rapidly changing subject and provides the basis for understanding both the
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theories and practical aspects of the subject. This second edition has been fully revised to incorporate guidance on presenting practical work, the psychology of work and the use of statistics in psychology.
‘PUT THIS ON EVERY LEADER’S DESK NOW!’ Jack Milner, Executive Coach Fans of Matthew Syed, Angela Duckworth, Simon Sinek, Brené Brown, Timothy Ferris and Malcolm Gladwell should read
The Power of Us now! Why do some organisations thrive while others seem paralysed by inaction? How do we become more innovative? The Power of Us is the result of a three-year journey around the
world seeking out highly successful companies from BrewDog and Patagonia to inner city schools and renewable energy co-ops to find the answers. Cultivating people-powered innovation enables everyone
to collaboratively work to figure things out. We just need to nurture the mindset and culture that makes innovation an everyday occurrence. Consultant, global thought leader and author David Price shows you
how with a practical toolkit of ideas centred on 8 key principles: Trust and Transparency Engagement and Equity Autonomy and Agency Mastery and Meaning Thought-provoking and incisive, The Power of
Us is an urgent call for leaders, teams and individuals to challenge the status quo, transform our lives and rebuild a better world for the future. Praise for The Power of Us: ‘Brilliant… If you only read one book
this year, make it this one.’ Jamie Smith, CEO C-Learning ‘One of the most important titles of our time on one of the most important topics of our time.’ Jeff Ikler, Getting Unstuck podcast ‘Packed with
fascinating case studies showing that innovation often comes from unexpected places and is the result of ordinary people who are willing to go against the grain. Essential reading if you want to imagine a
better future and get inspired.’ Sam Conniff Allende & Alex Barker, Be More Pirate ‘…the closest thing we're going to get to a single handbook…of all of the things that we need to do and consider as
organisations and leaders…Funny, helpful and engaging and full of actionable ideas and anecdotes. Do yourself and your organisation a favour and read this book!’ Dave Coplin, CEO Envisioneers Ltd
‘Whether you lead thousands or are looking to make a personal contribution to the planet, The Power of Us… is for us!’ Peter Hutton, Director, Future Schools Alliance ‘Thought-provoking and incisive…an
urgent call for leaders, teams and individuals to challenge the status quo.’ Tom vander Ark, CEO Getting Smart ‘Truly inspired… A magnificent learning book for now.’ Garry Ridge, CEO & Chair, WD-40
Company ‘A book of our time… will inspire you, drive you and ultimately connect us all.’ Dr Richard Gerver; speaker, author, educator ‘The Power of Us is the first book that captures the cultural forces that
power innovation, the structural elements to fuel people power, and the tool-kit to nurture mass innovation.’ Annalie Killian, sparks & honey
Mastering Modern European History traces the development of Europe from the French Revolution to the present day. Political, diplomatic and socio-economic strands are woven together and supported by a
wide range of pictures, maps, graphs and questions. Documentary extracts are included throughout to encourage the reader to question the nature and value of various types of historical evidence. The
second edition brings us fully up to the present day. Chapters on European Decolonisation, Communist Europe 1985-9, and European Unity and Discord have been added, and others have been substantially
rewritten. An even wider range of illustrations and documentary source questions are included. The book is presented in a readable and well ordered format and is an ideal reference text for students.
Written primarily for AS and A-Level English courses, but of interest to university students on related courses, this book is designed to make an intuitive understanding of language explicit. By focusing on
language use in different contexts, it encourages an investigative and interpretative approach.
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