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An Essential Guide to Landing -- and Keeping -- Your first Hollywood Job A position as
an assistant to a producer, agent, director, studio executive, or star can be the path to a
fabulous career -- or a one-way ticket to hell. How can the aspiring Hollywood assistant
quickly learn the inside track to success while avoiding the land mines? It's All Your
Fault is the answer. Written by two former Hollywood assistants who've been there and
done that, It's All Your Fault is bursting with hard-earned advice, from figuring out who's
who and who isn't to sex, drugs, and other work-related issues. Filled with outrageous
anecdotes and countless celebrity stories, It's All Your Fault proves an indispensable
addition to the nightstand of every wannabe Hollywood mover and shaker.
Distinguished diplomat Ambassador Wendy Sherman brings readers inside the
negotiating room to show how to put diplomatic values like courage, power, and
persistence to work in their own lives. Few people have sat across from the Iranians
and the North Koreans at the negotiating table. Wendy Sherman has done both. During
her time as the lead US negotiator of the historic Iran nuclear deal and throughout her
distinguished career, Wendy Sherman has amassed tremendous expertise in the most
pressing foreign policy issues of our time. Throughout her life -- from growing up in civilrights-era Baltimore, to stints as a social worker, campaign manager, and business
owner, to advising multiple presidents -- she has relied on values that have shaped her
approach to work and leadership: authenticity, effective use of power and persistence,
acceptance of change, and commitment to the team. Not for the Faint of Heart takes
readers inside the world of international diplomacy and into the mind of one of our most
effective negotiators -- often the only woman in the room. She shows why good work in
her field is so hard to do, and how we can learn to apply core skills of diplomacy to the
challenges in our own lives.
This intimate portrait by his former personal assistant and confidante reveals the man
behind the legendary filmmaker—for the first time. Stanley Kubrick, the director of a
string of timeless movies from Lolita and Dr. Strangelove to A Clockwork Orange, 2001:
A Space Odyssey, Full Metal Jacket, and others, has always been depicted by the
media as the Howard Hughes of filmmakers, a weird artist obsessed with his work and
privacy to the point of madness. But who was he really? Emilio D'Alessandro lets us
see. A former Formula Ford driver who was a minicab chauffeur in London during the
Swinging Sixties, he took a job driving a giant phallus through the city that became his
introduction to the director. Honest, reliable, and ready to take on any task, Emilio found
his way into Kubrick's neurotic, obsessive heart. He became his personal assistant, his
right-hand man and confidant, working for him from A Clockwork Orange until Kubrick's
death in 1999. Emilio was the silent guy in the room when the script for The Shining
was discussed. He still has the coat Jack Nicholson used in the movie. He was an extra
on the set of Eyes Wide Shut, Kubrick's last movie. He knew all the actors and
producers Kubrick worked with; he observed firsthand Kubrick's working methods down
to the smallest detail. Making no claim of expertise in cinematography but with plenty of
anecdotes, he offers a completely fresh perspective on the artist and a warm, affecting
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portrait of a generous, kind, caring man who was a perfectionist in work and life.
Feed your boss’s ego. Dress for success. And don’t let your heels trip you up on the
corporate ladder. Millions of women have held the position of secretary, alternately
lauded as a breakthrough opportunity and excoriated as dead-end busy work. From the
female pioneers who infiltrated Capitol Hill offices during the Civil War to today’s techsavvy administrative assistants, secretaries have withstood criticism for abandoning
their rightful sphere (the home), weathered the dubious advice of secretarial guidebooks, taken hits from feminists and antifeminists alike, and demanded the right to
resist making coffee—all while making their bosses look good. In Swimming in the Steno
Pool, author-secretary Lynn Peril profiles the various incarnations of the secretary, from
pliable, sexy mate of the "office husband" to postfeminist executive-in-training, drawing
inspiration from a wide range of "femorabilia" and secretarial guidebooks of yesteryear.
Featuring an array of fabulous illustrations promoting office equipment and office girls
alike, Peril delivers a feisty, witty celebration of the women who’ve been running the
show for decades.
From USA Today best-selling author, Marni Mann, comes a haunting new stand-alone.
At forty-two, I’m married to my best friend, and we have two beautiful children.
Everything about my life is perfect until my father gets sick. Before: I owned and
operated a massively successful women’s shapewear company. After: I stay home
with my family because I’ve learned the importance of time. Before: My husband could
rely on me to take care of everything. After: I hire him the perfect assistant. My entire
life can be summed up in before and afters, but something happens in the middle. A
meeting. And it changes the course of everyone’s lives forever.
The Definitive Executive Assistant and Managerial Handbook is a leadership handbook
for all PAs and those aspiring to senior roles. It provides best practice advice and the
skills needed to succeed to the top.
Many executives don't take full advantage of the assistant who sits right outside their
door. This book educates executives about all the ways in which they can streamline
and improve the way they work with the help of a great assistant, while teaching them
to identify great candidates and maximize the benefits of this special relationship.
Secretaries have been in existence since the establishment of the office and will
undoubtedly continue to exist as long as there are offices and bosses. But the role has
expanded from earlier years, and the responsibilities and duties have evolved as well.
In "The Elite Secretary," author Sandra C. Rorbak, who has been a secretary on three
continents throughout her career of more than twenty years, provides specific
information on how to succeed in the position. "The Elite Secretary" clarifies what
novice secretaries really need to know: what to do (and what not to do) on the first day,
how to handle the bully boss and other unsavory office personalities, what to expect in
the modern office, and how to become an elite secretary. It provides real-life examples
for both new and experienced secretaries, explaining what to expect on the job and
how to handle ambiguous situations. What are the advantages and disadvantages of
temping? How do male and female employers differ? How does one navigate office
politics? An informative, how-to guide, "The Elite Secretary" includes practical tools
such as resume suggestions, a day-by-day checklist for interview preparation,
competency guidelines, and a sample dress code policy to help you become a topnotch secretary."
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Assistant, you are a leader. As an assistant, you constantly face obstacles that hold you back
from accomplishing your career goals. Whether it's a job change, shifting deadlines, a
micromanaging executive, a toxic co-worker, a high-pressure project, or an intense negotiation
with a vendor, the administrative profession is not for the faint of heart. If you're looking to
maintain the status quo and be "just an assistant," this book is not for you. But, if you want the
confidence and ability to conquer the challenges that most try to avoid, then you're in the right
place. The Leader Assistant outlines four pillars-embody the characteristics, employ the
tactics, engage in relationships, and exercise self-care-that will help you rediscover your
passion for the profession and become a confident, future-proof, game-changing Leader
Assistant. If you neglect even one pillar, you'll head for burnout, stagnation, and anonymity.
You are meant for so much more. Are you ready to be the Leader Assistant the world needs?
Provides information on career development, the online office, document creation,
telecommunications, business English, business law, information management, and other
topics.
This new edition of The Definitive Personal Assistant and Secretarial Handbook is the ultimate
guide for all management assistants, PAs, secretaries and executive assistants. Placing
special emphasis on career development, it provides help and advice on the skills necessary to
progress in your career. Along with a chapter to share with your boss for a more fruitful working
relationship, it includes help with time management, networking, relationship management,
communication and confidence. Now with a new chapter which provides important advice on
social networking as an alternative communication tool, it also contains even more practical
help with minute taking. With free downloadable online resources to aid the day-to-day running
of your office, this comprehensive and accessible guide will help you keep your finger on the
pulse and maintain your professional image.
The New York Times bestseller from prizewinning author David Michaelis presents a
“stunning” (The Wall Street Journal) breakthrough portrait of Eleanor Roosevelt, America’s
longest-serving First Lady, an avatar of democracy whose ever-expanding agency as diplomat,
activist, and humanitarian made her one of the world’s most widely admired and influential
women. In the first single-volume cradle-to-grave portrait in six decades, acclaimed biographer
David Michaelis delivers a stunning account of Eleanor Roosevelt’s remarkable life of
transformation. An orphaned niece of President Theodore Roosevelt, she converted her Gilded
Age childhood of denial and secrecy into an irreconcilable marriage with her ambitious fifth
cousin Franklin. Despite their inability to make each other happy, Franklin Roosevelt
transformed Eleanor from a settlement house volunteer on New York’s Lower East Side into a
matching partner in New York’s most important power couple in a generation. When Eleanor
discovered Franklin’s betrayal with her younger, prettier, social secretary, Lucy Mercer, she
offered a divorce and vowed to face herself honestly. Here is an Eleanor both more vulnerable
and more aggressive, more psychologically aware and sexually adaptable than we knew. She
came to accept her FDR’s bond with his executive assistant, Missy LeHand; she allowed her
children to live their own lives, as she never could; and she explored her sexual attraction to
women, among them a star female reporter on FDR’s first presidential campaign, and younger
men. Eleanor needed emotional connection. She pursued deeper relationships wherever she
could find them. Throughout her life and travels, there was always another person or place she
wanted to heal. As FDR struggled to recover from polio, Eleanor became a voice for the
voiceless, her husband’s proxy in the White House. Later, she would be the architect of
international human rights and world citizen of the Atomic Age, urging Americans to cope with
the anxiety of global annihilation by cultivating a “world mind.” She insisted that we cannot live
for ourselves alone but must learn to live together or we will die together. This “absolutely
spellbinding,” (The Washington Post) “complex and sensitive portrait” (The Guardian) is not
just a comprehensive biography of a major American figure, but the story of an American ideal:
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how our freedom is always a choice. Eleanor rediscovers a model of what is noble and
evergreen in the American character, a model we need today more than ever.
"In 1965, at the beginning of the chaos, twenty-two-year old Paul Letersky was assigned to
assist the legendary FBI director J. Edgar Hoover who'd just turned seventy and had, by then,
led the Bureau for an incredible forty-one years. Hoover was a rare and complex man who
walked confidently among the most powerful. His personal privacy was more tightly guarded
than the secret "files" he carefully collected--and that were so feared by politicians and
celebrities. Through Letersky's close working relationship with Hoover, and the trust and
confidence he gained from Hoover's most loyal senior assistant, Helen Gandy, Paul became
one of the few able to enter the Director's secretive--and sometimes perilous--world. Since
Hoover's death half a century ago, millions of words have been written about the man and
hundreds of hours of TV dramas and A-list Hollywood films produced. But until now, there has
been virtually no account from someone who, for a period of years, spent hours with the
Director on a daily basis."--Provided by publisher.
From the former secretary of defense, a strikingly candid, vivid account of serving Presidents
George W. Bush and Barack Obama during the wars in Iraq and Afghanistan. When Robert M.
Gates received a call from the White House, he thought he’d long left Washington politics
behind: After working for six presidents in both the CIA and the National Security Council, he
was happily serving as president of Texas A&M University. But when he was asked to help a
nation mired in two wars and to aid the troops doing the fighting, he answered what he felt was
the call of duty.
The Definitive Personal Assistant and Secretarial Handbook, 3rd edition, is the bible for those
in administrative roles. It provides help and advice on the skills necessary to excel at being a
professional assistant.
Nearly a decade after the 2000 Presidential elections invited a firestorm of questions about the
sanctity of our democratic process, there continues to be a heightened interest in the role of
state-wide elections officials, typically the state's Secretary of State - this book looks into their
pivotal role in the promotion of a healthy democracy. Much past interest has resulted in overly
critical coverage of election errors, ignoring the tireless efforts that ensure the American
citizens benefit from a democratic, inclusive and accountable election process. Through a
series of case studies, anecdotes, and interviews with current and recent secretaries, State
Secretaries of State author Jocelyn Benson readdresses this balance by providing the first indepth study of the Secretary's role in registering voters, enforcing voting laws and regulations,
overseeing elections, and certifying results. As such, it represents a much-needed contribution
to the study of US elections, both in practice and in law.

This introductory book contains sufficient theory to lay the foundation for higher speeds.
WINNER: PA Voice Awards 2015 - Best Book for a PA (1st edition) With the world of
work profoundly disrupted by artificial intelligence, machine learning and COVID-19, the
role of the executive assistant is changed forever. Learn how to respond to these
challenges and help create 'the better normal' while developing the leadership skills
necessary to thrive in a senior administrative position. From bestselling author and
expert Sue France, The Definitive Executive Assistant & Managerial Handbook is the
ultimate guide to management in the context of an administrative role. Placing an
emphasis on both personal leadership and practical skills, this new edition of the awardwinning book teaches readers to manage a team, develop the emotional intelligence to
understand their colleagues, negotiate effectively and confidently manage a project.
Equipped with these tools, readers will be ready to steer their teams to organizational
success in any situation. With new sections on best practice for managing remote
workers and building a responsible relationship with new technologies, The Definitive
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Executive & Managerial Handbook is an indispensable guide for both ambitious PAs
aiming for promotion and senior assistants who want to improve their skills.
Written by a former Times Crème PA of the Year, this new edition of The Definitive
Personal Assistant and Secretarial Handbook is the ultimate guide for all management
assistants, PAs, secretaries and executive assistants. Administrative personnel in
today's workplace hold an immense influence, not only on their bosses' performance,
but also on the running of the whole organisation. This best-selling book is the only
resource needed to excel in one's role as an assistant, outshine bosses' expectations
and go up the ladder. Placing special emphasis on career development and learning, it
provides help and advice on the skills necessary to progress in your career. Along with
a chapter to share with your boss for a more fruitful working relationship, it includes
help with time management, networking, relationship management, communication and
confidence. Now with a new chapter on how to use neuroscience tools to coach
yourself through your weaknesses and primed behavioural traits, it also contains even
more practical help with minute taking, telephone and mobile communication etiquette
and presentation skills. With free downloadable online resources to aid the day-to-day
running of your office, this comprehensive and accessible guide will help you keep your
finger on the pulse and maintain your professional image.
This book is the ultimate guide for all administrative professionals, PAs, secretaries and
executive assistants. Written by an award-winning personal assistant, it deals with
various aspects of these administrative roles and the skills required by them, including:
relationship management, communication, confidence, the secrets of body language,
listening and questioning skills, coping with pressure and stress, dealing with difficult
people, time management and personal organization.
Makes a great co-worker gift, Gift for Administrative Assistant, office assistant gift.
Looking for Administrative Professionals Day Week gifts? Are you an Office Manager,
Executive, Human Resources Manager, or Administrator? At a generous size of
7.5"x9.25", this regal red notebook/diary is the perfect size for notes, journal entries, or
diary. The journal contains 108 lined pages with plenty of room to record to do lists,
thoughts, ideas, and favorite quotes! Know someone graduating soon? This would be a
perfect business college student present or secretarial school student gift! Remember:
Administrative Professionals Week is always held annually during the last full week in
April. Administrative Professionals Day is always held the Wednesday of that week.
When is Administrative Professionals Week observed? 2015: April 19-25 2016: April
24-30 2017: April 23-29 When is Administrative Professionals Day? 2015: April 22
2016: April 27 2017: April 26 Are you an Office Manager, Executive, Human Resources
Manager, or Administrator? At a generous size of 7.5"x9.25", this regal red
notebook/diary is the perfect size for notes, journal entries, or diary. The journal
contains 108 lined pages with plenty of room to record to do lists, thoughts, ideas, and
your own favorite quotes! Know someone graduating soon? This would be a perfect
business college student present or secretarial school student gift! Secret Santa Office
gifts Gifts for coworkers Gifts for secretaries Gifts for secretaries Executive
administrative assistant Executive assistant books Executive assistant handbook
Administrative manager Administrative professional Employee appreciation gifts
Appreciation gifts Coworker gift ideas Admin day gift ideas Admin gift ideas Admin
Christmas gift Admin Christmas gift Be the Ultimate Assistant
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Provides information about such topics as office correspondence, record keeping,
business English, and making travel arrangements
*Finalist for the Pulitzer Prize for Biography* *Winner of the Los Angeles Times Prize
for Biography* *Winner of the 2019 Hitchens Prize* "Portrays Holbrooke in all of his
endearing and exasperating self-willed glory...Both a sweeping diplomatic history and a
Shakespearean tragicomedy... If you could read one book to comprehend American's
foreign policy and its quixotic forays into quicksands over the past 50 years, this would
be it."--Walter Isaacson, The New York Times Book Review "By the end of the second
page, maybe the third, you will be hooked...There never was a diplomat-activist quite
like [Holbrooke], and there seldom has been a book quite like this -- sweeping and
sentimental, beguiling and brutal, catty and critical, much like the man himself."--David
M. Shribman, The Boston Globe Richard Holbrooke was brilliant, utterly self-absorbed,
and possessed of almost inhuman energy and appetites. Admired and detested, he
was the force behind the Dayton Accords that ended the Balkan wars, America's
greatest diplomatic achievement in the post-Cold War era. His power lay in an utter
belief in himself and his idea of a muscular, generous foreign policy. From his days as a
young adviser in Vietnam to his last efforts to end the war in Afghanistan, Holbrooke
embodied the postwar American impulse to take the lead on the global stage. But his
sharp elbows and tireless self-promotion ensured that he never rose to the highest
levels in government that he so desperately coveted. His story is thus the story of
America during its era of supremacy: its strength, drive, and sense of possibility, as well
as its penchant for overreach and heedless self-confidence. In Our Man, drawn from
Holbrooke's diaries and papers, we are given a nonfiction narrative that is both intimate
and epic in its revelatory portrait of this extraordinary and deeply flawed man and the
elite spheres of society and government he inhabited.
The church administrative assistant is a key part of effective ministry. Greeting weekday
visitors, taking phone messages, managing paperwork, and keeping the pastor and
staff organized are just a few of the daily tasks of an assistant’s role. This myriad of
duties and responsibilities, which are often unique to each individual church, makes
training new assistants an often difficult and daunting task for pastors and staff.The
Church Administrative Assistant’s Handbook is a valuable training tool to help church
administrators and assistants work together to achieve efficiency and maximize their
church’s ministry. It includes a variety of useful forms and information for the pastor
and assistant to use together as they set up their requirements and expectations for a
successful team.Resources include:Design expectations and qualifications to use when
selecting an executive assistantQuestionnaires to help determine work style,
personality, and spiritual gifts Practical tips, guidelines, and tools for accomplishing
daily tasks A CD with reproducible files of policies, templates, forms, checklists, and
procedures, which can be adapted to fit a person’s various needs
You’re only a startup CEO once. Do it well with Startup CEO, a "master class in building a
business." —Dick Costolo, Former CEO, Twitter Being a startup CEO is a job like no other: it’s
difficult, risky, stressful, lonely, and often learned through trial and error. As a startup CEO
seeing things for the first time, you’re likely to make mistakes, fail, get things wrong, and feel
like you don’t have any control over outcomes. Author Matt Blumberg has been there, and in
Startup CEO he shares his experience, mistakes, and lessons learned as he guided Return
Path from a handful of employees and no revenues to over $100 million in revenues and 500
employees. Startup CEO is not a memoir of Return Path's 20-year journey but a thoughtful
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CEO-focused book that provides first-time CEOs with advice, tools, and approaches for the
situations that startup CEOs will face. You'll learn: How to tell your story to new hires,
investors, and customers for greater alignment How to create a values-based culture for speed
and engagement How to create business and personal operating systems so that you can
balance your life and grow your company at the same time How to develop, lead, and leverage
your board of directors for greater impact How to ensure that your company is bought, not sold,
when you exit Startup CEO is the field guide every CEO needs throughout the growth of their
company.
This handbook for administrative assistants and secretaries covers such topics as telephone
usage, keeping accurate records, making travel arrangements, e-mail, using the Internet,
business documents, and language usage.
The Definitive Personal Assistant & Secretarial HandbookA Best Practice Guide for All
Secretaries, Pas, Office Managers and Executive AssistantsKogan Page Limited
From former assistant secretary of state Kurt M. Campbell comes the definitive analysis and
explanation of the new major shift in American foreign policy, its interests and assets, to Asia.
There is a quiet drama playing out in American foreign policy far from the dark contours of
upheaval in the Middle East and South Asia and the hovering drone attacks of the war on
terror. The United States is in the midst of a substantial and long-term national project, which is
proceeding in fits and starts, to reorient its foreign policy to the East. The central tenet of this
policy shift, aka the Pivot, is that the United States will need to do more with and in the AsiaPacific hemisphere to help revitalize its own economy, to realize the full potential of the
region's dramatic innovation, and to keep the peace in the world's most dynamic region where
the lion's share of the history of the twenty-first century will be written. This book is about a
necessary course correction for American diplomacy, commercial engagement, and military
innovation during a time of unrelenting and largely unrewarding conflict. While the United
States has intensified its focus on the Asia-Pacific arena relative to previous administrations,
much more remains to be done. THE PIVOT is about that future. It explores how the United
States should construct a strategy that will position it to maneuver across the East and offers a
clarion call for cunning, dexterity, and ingenuity in the period ahead for American statecraft in
the Asia-Pacific region.
The Definitive Personal Assistant and Secretarial Handbook is the ultimate guide for all
management assistants, PAs, secretaries and executive assistants. Written by a former Times
Crème PA of the Year, it deals with every aspect of these vital administrative roles and the
necessary skills, including: relationship management, communication and confidence, the
secrets of body language, listening and questioning skills, coping with pressure and stress,
dealing with difficult people, time management and personal organization. The Definitive
Personal Assistant and Secretarial Handbook is set to become a bible for all assistants world
wide. Comprehensive and accessible, it will help you to maintain a professional image and
achieve resounding success. To access all additional resources for this book, visit
http://www.koganpage.com/resources/pash
From best-selling author and expert Sue France, The Definitive Executive Assistant &
Managerial Handbook is the ultimate guide for anyone who wants to take their career
development to the next level. Placing special emphasis on personal leadership development
as well as practical skills, you will learn how to manage a small team, climb the career ladder
to gain more responsibility, negotiate effectively and confidently manage a project. It will teach
you how to recruit and induct staff, make decisions fairly and consistently, build a productive
team and environment and get noticed at work. For ambitious Assistants who want to
continually improve their skills, The Definitive Executive & Managerial Handbook is an
indispensable guide, helping you to maintain your professional image and achieve resounding
success.
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All public and private companies are required by law to appoint a company secretary. This
guide to the role covers the secretary's duties, including: accounting and finance duties;
personnel administration; compliance with employment rights; security of documentation; and
insurance and property rights. It contains forms and documentation, and is written in a jargonfree style.
The No1 Best Seller for Secretarial and Office Skills on Amazon UK. A fantastic learning and
development book for Personal Assistants, Executive Assistants, Office Managers and
Admins.
BakerWrite Speed Writing enables people to learn a new system in a matter of hours and
become proficient within weeks. This book is laid out in six easy-to-follow lessons that take
about an hour each. Practical guided exercises, with full answers, are included in each chapter
and each session is rounded off with a dictation passage.
An indispensable guide to understanding?and living or working with?people whose behavior
leaves you frustrated and confused. We all have people in our lives who frustrate, annoy, or
hurt us: workplace bullies, those who always claim to be right, or those with anxious or
obsessive personalities. And most of us hurt others occasionally, too. Now, authors Dr. Helen
McGrath, a clinical psychologist and professor, and Hazel Edwards, a professional writer, offer
this highly readable, extremely practical guide to dealing with the difficult personalities we
encounter every day?in others, and in ourselves. Taking the American Psychiatric
Association’s widely used Diagnostic and Statistical Manual of Mental Disorders (DSM-IV-TR)
as its starting point, Difficult Personalities helpfully outlines over a dozen different personality
traits and types, detailing their common characteristics and underlying motivations. It also
equips readers with numerous strategies for dealing with difficult behavior, including: • Anger
and conflict management • Optimism and assertion training • Rational and empathic thinking •
Reexamining your own personality. Readers will also benefit from sections on making difficult
decisions and maintaining romantic relationships. Perfect for anyone who has ever wished that
other people came with a handbook, Difficult Personalities illuminates the personality
differences that so often serve as barriers to cooperation in the workplace and harmony at
home. Praise for Difficult Personalities “A no-frills resource that is both easy to understand and
highly informative…. McGrath and Edwards have avoided scientific jargon and created a
handbook people can put to use immediately. There’s nothing difficult about this book, except
for the subject it gracefully explicates.”—Publishers Weekly
A practical guide to strutting your stuff from cubicle to corner office. Drawing on her experience
as personal and executive assistant to George Stephanopolous during Clinton's campaign and
first term, Heather Beckel cuts to the chase on how to dazzle now to get ahead later.
This new edition of The Definitive Personal Assistant and Secretarial Handbook is the ultimate
guide for all management assistants, PAs, secretaries and executive assistants. Placing
special emphasis on career development and learning, it provides help and advice on the skills
necessary to progress in your career. Along with a chapter to share with your boss for a more
fruitful working relationship, it includes help with time management, networking, relationship
management, communication and confidence. Now with a new chapter on how to use
neuroscience tools to coach yourself through your weaknesses and primed behavioural traits,
it also contains even more practical help with minute taking, telephone and mobile
communication etiquette and presentation skills. With free downloadable online resources to
aid the day-to-day running of your office, this comprehensive and accessible guide will help
you keep your finger on the pulse and maintain your professional image.
Rose Gottemoeller, the US chief negotiator of the New START treaty-and the first woman to
lead a major nuclear arms negotiation-delivers in this book an invaluable insider's account of
the negotiations between the US and Russian delegations in Geneva in 2009 and 2010. It also
examines the crucially important discussions about the treaty between President Barack
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Obama and President Dmitry Medvedev, and it describes the tough negotiations Gottemoeller
and her team went through to gain the support of the Senate for the treaty. And importantly, at
a time when the US Congress stands deeply divided, it tells the story of how, in a previous time
of partisan division, Republicans and Democrats came together to ratify a treaty to safeguard
the future of all Americans. Rose Gottemoeller is uniquely qualified to write this book, bringing
to the task not only many years of high-level experience in creating and enacting US policy on
arms control and compliance but also a profound understanding of the broader politico-military
context from her time as NATO Deputy Secretary General. Thanks to her years working with
Russians, including as Director of the Carnegie Moscow Center, she provides rare insights into
the actions of the Russian delegation-and the dynamics between Medvedev and then-Prime
Minister Vladmir Putin. Her encyclopedic recall of the events and astute ability to analyze
objectively, while laying out her own thoughts and feelings at the time, make this both an
invaluable document of record-and a fascinating story. In conveying the sense of excitement
and satisfaction in delivering an innovative arms control instrument for the American people
and by laying out the lessons Gottemoeller and her colleagues learned, this book will serve as
an inspiration for the next generation of negotiators, as a road map for them as they learn and
practice their trade, and as a blueprint to inform the shaping and ratification of future treaties.
This book is in the Rapid Communications in Conflict and Security (RCCS) Series (General
Editor: Dr. Geoffrey R.H. Burn) and has received much praise, including: “As advances in
technology usher in a new age of weaponry, future negotiators would benefit from reading
Rose Gottemoeller’s memoir of the process leading to the most significant arms control
agreement of recent decades.” —Henry Kissinger, former U.S. Secretary of State “Rose
Gottemoeller’s book on the New START negotiations is the definitive book on this treaty or
indeed, any of the nuclear treaties with the Soviet Union or Russia. These treaties played a key
role in keeping the hostility between the United States and the Soviet Union from breaking out
into a civilization-ending war. But her story of the New START negotiation is no dry academic
treatise. She tells with wit and charm the human story of the negotiators, as well as the critical
issues involved. Rose’s book is an important and well-told story about the last nuclear treaty
negotiated between the US and Russia.” —William J. Perry, former U.S. Secretary of Defense
“This book is important, but not just because it tells you about a very significant past, but also
because it helps you understand the future.” — George Shultz, former U.S. Secretary of State
Develop the leadership, emotional intelligence and communication skills necessary to steer
teams to success in a senior administrative role.
The New Executive Assistant is a guide for EAs and their executives, designed to help them
reconsider the EA role and look at it in a new light. The premise is simple: the more effective
the EA, the more effective the executive ... and the more effective the organisation.
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