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This new textbook provides a complete study of
human resource management from the perspective
of management and operation in a hospitality
environment. The hospitality industry continues to
grow every day, bringing new challenges and
opportunities. This up-to-date textbook provides the
information on effective human resource
management that managers need to know to
succeed in today’s competitive hospitality business
environment.
Provide a description about the book that does not
include any references to package elements. This
description will provide a description where the core,
text-only product or an eBook is sold. Please
remember to fill out the variations section on the PMI
with the book only information. Important Notice:
Media content referenced within the product
description or the product text may not be available
in the ebook version.
With coverage of both legal and ethical issues, this
text gives you the foundation to handle common
health care challenges in everyday practice. Legal
and Ethical Issues for Health Professions, 4th
Edition includes practice cases specifically
developed for key allied health programs along with
enhanced pedagogical content. Additionally, it
features a variety of exercises to help reinforce
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content from the book, as well as updated coverage
of medical records, privacy, patient consent and
abuse, the impact of interprofessional team work,
and key industry trends. Detailed coverage of current
legal and ethical issues and case law help facilitate
interesting and relevant discussions. What If? boxes
present ethical dilemmas and help you apply
concepts from the book to real-life examples.
Specialty practice cases provide practical application
for specialties (Medical Assisting, MIBC, Pharm
Tech, etc.) and help you relate your experience with
practice. Increased coverage of the impact of
interprofessional teamwork demonstrates the impact
ethics have on health care work. NEW! Two all new
chapters covering Medical Records and Key Trends
in Healthcare. NEW! Enhanced coverage of patient
consent and abuse outlines what students need to
know about what’s right and wrong when working
with patients. NEW! Updated case studies discuss
the issues faced in a variety of healthcare settings.
Employers everywhere today must delicately
balance the need to maintain a safe and proper
workplace with employees rights and the risk of
liability. The fact that new technologies make it
easier for employers to monitor their employees
whereabouts, communications, and activities only
serves to make the issue more acute. Now, in this
collection of essays by outstanding scholars and
practitioners in U.S. labour law and practice,
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employers and their legal counsel will find a broad
array of important contributions to the law and study
of workplace privacy. Based on papers delivered at
the 58th annual labour conference of the New York
University Center on Labor and Employment Law,
this book reflects and analyzes recent
developments, providing the best comprehensive
work on U.S. workplace privacy. How far should
employers be allowed to go in monitoring
employers? Where do employers rights to run their
businesses end and employees privacy rights begin?
Is the existing law sufficient to resolve recurring
conflicts? These are among the big questions
tackled in these articles. Among the many specific
issues covered are the following: use of global
positioning systems (GPS) in tracking employees;
background checking for job applicants; email
monitoring; physical monitoring of employees; scope
and lawfulness of so-called lawful activity laws;
employer involvement in employees nonworkplace
behaviour (e.g., drug testing); employees rights of
association; regulation of fraternizing and dating
among employees; employee privacy issues in
employer-union bargaining; privacy issues in public
sector employment; privacy issues and threats of
terrorism; and efforts by employers to verify
employees nationality and immigration status.
Authors pay special attention to fast-break
developments such as in the extraterritorial reach of
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the European Union s data protection directive and
the current status of the U.S. National Labor
Relations Board s Register-Guard decision. A
special feature is a very early draft of a chapter of
the forthcoming Restatement (Third) of Labor and
Employment Law made available through the graces
of the American Law Institute on the U.S. common
law of employee privacy rights. As always, this
important annual publication offers definitive current
scholarship in its theme area of labour and
employment law. As such, it will be of inestimable
value to practitioners, government officials,
academics, and others interested in developments in
employment and labour relations law and practice.
Introduce future and current practitioners to the
technical challenges, most recent research and
today's most popular selection tools with
Gatewood/Feild/Barrick's HUMAN RESOURCE
SELECTION, 7E. This book's advanced coverage
details the development and implementation of
effective selection programs within today's
organizations. A streamlined, yet thorough, approach
and numerous current examples focus on today's
most important legal, global and ethical concerns;
psychometric measurement concepts; job analysis;
predictors of job performance; and criteria measures.
A new chapter on HR recruitment and new coverage
of staffing versus selection, external versus internal
job candidates, and self-presentation beyond the
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structured interview equips readers for success in
HR selection today. Important Notice: Media content
referenced within the product description or the
product text may not be available in the ebook
version.
For over twenty-five years, Author Mary Greenwood
has been resolving disputes in her professional
career as an Attorney, Mediator, Human Resources
Director, Union Negotiator, and Labor Arbitrator. Her
book how to Negotiate Like a Pro, Which has won
six book awards, was based on her experience as a
Union Negotiator, the sequel how to Mediate Like a
Pro is based on her experience as a Mediator in over
7000 cases. Greenwood noticed that there were
certain Rules or characteristics of the cases that
settled that were not present in the cases that did not
settle. Greenwood lists each Rule and Script and
offers a concise explanation on how and when to
use it in Mediation. How to Mediate Like a Pro
presents strategles and practical tips for the
Mediation process it will give you insight on how to
deal with difficult parties how to break an impasse
and how to close the deal. After you read this book,
you will be able to Mediate Like A Pro.
The first book of its kind to offer a unique functions
approach to managerial communication, Managerial
Communication explores what the communication
managers actually do in business across the
planning, organizing, leading, and controlling
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functions. Focusing on theory and application that
will help managers and future managers understand
the practices of management communication, this
book combines ideas from industry experts, popular
culture, news events, and academic articles and
books written by leading scholars. All of the levels of
communication (intrapersonal, interpersonal, group,
organizational, and intercultural) play a role in
managerial communication and are discussed
thoroughly. The top, middle, and frontline
communications in which managers engage are also
addressed. Expounding on theories of
communication, the authors relate them to the
theories of management—such as crisis
management, impression management, equity
theory, and effective presentation skills. These are
the skills that are invaluable to management.
First published in 1985. In this remarkable book, the author
has compiled a large collection of resource material that will
be of benefit to the student as well as the practitioner of equal
employment and affirmative action (EEO/AA). This book
includes a broad scope of information on EEO/AA from its
infancy and progresses through its rapidly changing and
developing stages. Indeed, this book will be an invaluable
asset in easily acquiring and supplementing one’s basic
knowledge as well as providing a general overview of the
subject area.
Public Human Resource Management: Problems and
Prospects by Richard C. Kearney and Jerrell D. Coggburn
brings together exemplary contributors who provide concise
essays on major contemporary public human resources
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management issues. Organized into four parts – setting,
techniques, issues and prospects – and covering the major
process, function and policy issues in the field, the text offers
valuable wisdom to students and practitioners alike. The new
edition boasts sixteen new and eleven updated chapters
authored by the leading figures in the field as well as by upand-coming new scholars.
This best-selling text will show you the basic concepts and
techniques you need to successfully communicate in today's
business world, regardless of your current level of business
experience. Covering every aspect of the communication
process, COMMUNICATING FOR RESULTS: A GUIDE FOR
BUSINESS AND THE PROFESSIONS, Tenth Edition, will
give you a competitive edge in any business situation--from
the initial interview to making skilled presentations (complete
with professional visual aids) to assuming a leadership role.
In addition, you'll find online video clips of common
professional scenarios paired with the concepts from the text
give you a realistic glimpse into the business world.
COMMUNICATING FOR RESULTS: A GUIDE FOR
BUSINESS AND THE PROFESSIONS, Tenth Edition, is your
opportunity to see how theory translates into practical
action--and how that knowledge will help you improve your
chance of career success! Important Notice: Media content
referenced within the product description or the product text
may not be available in the ebook version.
Recruiting, hiring, and retaining an excellent and diverse
faculty is a top priority for colleges and universities
nationwide. Yet faculty serving on search committees (or
hiring committees) receive little or no education about the
search process. Relying on both research and experience
presenting hiring workshops to search committee members,
the authors of this guidebook provide advice and
recommendations for conducting an effective faculty search.
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The book includes practical suggestions for managing all
stages of a faculty search as well as recommendations for
ensuring that search committee members recruit women and
members of underrepresented groups into their applicant
pools and consciously avoid the influence of bias and
assumptions in their evaluation of job candidates.
Master the essential skills of today’s nursing assistant!
Mosby's Textbook for Nursing Assistants, 9th Edition
prepares you to work in long-term care, acute care, and
subacute care settings. Known for its comprehensive
coverage and an easy-to-read, visual approach, this book
includes step-by-step instructions for over 100 nursing
assistant procedures. New to this edition is a practice
scenario in each chapter to help you develop problem solving
and critical thinking skills, as well as Focus on Math boxes
that highlight common calculations done on the job. Written
by well-known educator Sheila Sorrentino and expert coauthor Leighann Remmert, this market-leading text
emphasizes the importance of teamwork and communication
— two elements critical to being an effective nursing assistant.
You have brushed up on the tough interview questions. You
have covered every area of your resume including that three
month unemployment gap and you have studied up on the
company. But there is one more thing you may not have
thought of some questions you want to ask in your interview.
Many prospective employees do not realize, or forget, that
the interview process is a two way street. When the formal
interview is over and the interviewer asks if you have any
questions, now is the time to distance yourself from the
competition. You should be asking questions to determine
whether you would be happy in the position or with the
company, but you need to ask the right questions. The
questions you ask will help show what you can contribute to
the organization. They also can help you figure out if you
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want this job. In this groundbreaking new book you will find
over two hundred of the RIGHT kinds of questions to ask.
You will be able to stand out from the others competing for
the job and gain valuable insight into what working for a
company would be like. Atlantic Publishing is a small,
independent publishing company based in Ocala, Florida.
Founded over twenty years ago in the company
presidentâe(tm)s garage, Atlantic Publishing has grown to
become a renowned resource for non-fiction books. Today,
over 450 titles are in print covering subjects such as small
business, healthy living, management, finance, careers, and
real estate. Atlantic Publishing prides itself on producing
award winning, high-quality manuals that give readers up-todate, pertinent information, real-world examples, and case
studies with expert advice. Every book has resources, contact
information, and web sites of the products or companies
discussed.
Federal laws prohibiting job discriminationquestions and
answersEEOC Compliance ManualStandards for
Psychological Assessment of Nuclear Facility
PersonnelWorkplace PrivacyProceedings of the New York
University 58th Annual Conference on LaborKluwer Law
International B.V.

If you cant seem to get what you want, its time to
learn how to negotiate like a pro. In this third revised
and updated edition of How to Negotiate like a Pro:
How to Resolve Anything, Anytime, Anywhere (the
first two editions won nine book awards),
Greenwood, with over 30 years of experience, has
added a new chapter on How to Negotiate with
Difficult People, including pathological liars,
narcissists, and bullies. Here is a sample of tips you
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will learn: Gain strategies and practical tips for the
negotiation process Learn what makes a good
negotiator Close the deal Strategize how to win with
a narcissist Learn the ten questions to get the best
deal Find out how to get the best salary and not
leave money on the table After reading Greenwoods
41 rules, you will soon be negotiating like a pro.
STOP THE REVOLVING DOOR How many sales
candidates have you hired for their technical skills
only to fire for their bad attitude? How many
experienced sales hires have you had to let go for
poor on-the-job performance? Whether you’ve
experienced such scenarios or you hope to avoid
them, the takeaway is simple—the perfect hire
requires more than technical skills and experience.
Sales strategist Kathi Graham-Leviss invites you to
stop the revolving door of sales hires and arms you
with the critical steps to choosing the perfect
hire—every time. Utilizing proven best
practices—revealed from the latest research in sales
performance drivers—learn how to assess soft skills,
problem solving abilities, and behavioral attributes, in
addition to technical know-how, to select candidates
who are well matched for the job, not just well
qualified. Uncover the secrets to creating a
successful hiring methodology that enables you to:
Attract quality candidates Screen for high performers
Predict on-the-job success Select the perfect hire
Increase productivity Reduce turnover Increase
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Profits Be it time, money, opportunities lost—the cost
of finding and hiring a new sales employee is
significant. Stop spending on poor prospects and
start profiting with the perfect hire! Praise for The
Perfect Hire "The Perfect Hire...is there such a
thing? Kathi Graham-Leviss's book has made me a
believer! This step-by-step path to success should
be required reading for a world class sales
organization or those desiring to attain such a
competitive distinction." Loretta Penn, President,
Spherion Staffing “The Perfect Hire is a
comprehensive guide detailing how to actively hire
and cultivate the most effective sales force by using
meaningful assessments that capture employees’
competency, critical thinking and core values. The
book employs Graham-Leviss’ 25-years of
experience and research findings to ensure
employers are able capable of developing the best
sales talent as possible.” Troy Vincent, VP Player
Engagement – National Football League "Poor hiring
and development practices have a devastating
impact on a company's bottom line as valuable
customer data is lost and relationships damaged.
Kathi Graham-Leviss's book can help any business
dramatically improve their hiring and development
process and lead to a more profitable future". EVP,
Morris Publishing "Finally, a sales handbook that
brings together the art and science of recruiting top
sales talent. Belongs on the bookshelf of every sales
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VP!" Rebecca Callahan, President, SourceRight
Solutions “As a how-to guide, this book contains
everything you may need to know. Brimming with
straightforward strategies anyone can use to
overcome the pitfalls of hiring, developing and
retaining top sales talent.” Anne Szostak,
President/CEO, Szostak Partners LLC "A brilliant
book that will help ALL levels of management
maximize the potential of their organizations most
powerful resource – their people. This book is built
around the unique perspective that hiring top talent
is the number one priority, and often times most
frequently lost opportunity, of every company, no
matter their size. A truly important book for ALL
sales leaders.” C. Preston Bowen, Senior Vice
President, Overhead Door Corporation
The Practical Guide to Employment Law is a
comprehensive desk manual for HR managers, risk
managers, and employment lawyers. it covers
federal employment laws in plain-English, giving
readers the practical information necessary to apply
the laws, As well as providing readers with essential
court cases and tips for compliance in every chapter.
the Practical Guide to Employment Law includes a
compliance checklist section -- where readers can
learn the various laws that apply to such topics as
hiring, terminations, and benefits. it also includes a
supervisory training section on several laws,
including FMLA and ADA. Topics covered include:
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the Age Discrimination in Employment Act (ADEA)
the Americans with Disabilities Act (ADA)
COBRA/HIPAA Healthcare Continuation Coverage
the Drug-Free Workplace Act and Drug Testing
Employee Polygraph Protection Act of 1988 (EPPA)
Employee Retirement Income Security Act (ERISA)
the Equal Pay Act (EPA) the Fair Labor Standards
Act (FLSA) the Family & Medical Leave Act (FMLA)
the Immigration Reform and Control Act of 1986
(IRCA) Pregnancy Discrimination Act of 1978 (PDA)
Title VII And The Civil Rights Act of 1991 (CRA '91)
the Worker Adjustment and Retraining Act (WARN)
the National Labor Relations Act (NLRA) Plus
defamation, negligent hiring, employee privacy,
whistle-blowing and retaliation, wrongful discharge,
and affirmative action
The law of hiring is a patchwork of rules. Some are
directly stated in federal or state statutes and
regulations, some are interpreted or derived from
statutes, and others are rules of common law. In the
public sector, other rules derive from the federal and
state constitutions. This book covers the law of
recruitment and selection as it applies to North
Carolina local government and community college
employers. The book will also benefit mental health
authorities, water and sewer authorities, public
health authorities, local ABC boards, and Councils of
Government. Initial chapters of the book survey the
various rules that comprise the law of hiring for
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public employers. Later chapters look more closely
at the different stages of the hiring process. Although
the book primarily focuses on how laws impact North
Carolina local governments, it also covers these
federal laws applicable to other states: -Fair Credit
Reporting Act -Immigration Reform and Control Act
-Americans with Disabilities Act -Genetic Information
Nondiscrimination Act -federal anti-discrimination
laws -Equal Employment Opportunity Commission
(EEOC) The book includes an index of cases, an
index of statutes, a subject index, and five
appendixes related to small employers, affirmative
action, validation of employment selection devices,
the Fair Credit Reporting Act, and the EEOC.
Now with SAGE Publishing, Timothy S. Hatten’s
Seventh Edition of Small Business Management
equips students with the tools they need to navigate
the important financial, legal, marketing, managerial,
and operational decisions to help them create and
maintain a sustainable competitive advantage in
small business. Strong emphasis is placed on
application with Experiential Learning Activities and
application of technology and social media
throughout. New cases, real-world examples, and
illuminating features spotlight the diverse, innovative
contributions of small business owners to the
economy. Whether students dream of launching a
new venture, purchasing a franchise, managing a
lifestyle business, or joining the family company,
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they will learn important best practices for competing
in the modern business world. This title is
accompanied by a complete teaching and learning
package. Contact your SAGE representative to
request a demo. Digital Option / Courseware SAGE
Vantage is an intuitive digital platform that delivers
this text’s content and course materials in a learning
experience that offers auto-graded assignments and
interactive multimedia tools, all carefully designed to
ignite student engagement and drive critical thinking.
Built with you and your students in mind, it offers
simple course set-up and enables students to better
prepare for class. Learn more. Assignable Video with
Assessment Assignable video (available with SAGE
Vantage) is tied to learning objectives and curated
exclusively for this text to bring concepts to life.
Watch a sample video on advice for new business
owners. LMS Cartridge Import this title’s instructor
resources into your school’s learning management
system (LMS) and save time. Don’t use an LMS?
You can still access all of the same online resources
for this title via the password-protected Instructor
Resource Site. Learn more.
Employment Law: A Guide to Hiring, Managing, and
Firing for Employers and Employees, Fourth Edition
is a practical text for undergraduate, graduate, and
paralegal employment law, human resources, and
business school courses. This unique book
approaches each area from the perspective of both
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employees and employers. The balanced approach
is organized to track the employer-employee
relationship focusing on day-to-day hiring, managing,
and firing practices. After an overview of
discrimination laws and a discussion of different
types of employment relationships the text moves
chronologically from the recruitment of candidates
through all aspects of employment to the conclusion
of the employment relationship. Each chapter begins
with clear chapter objectives. A list of key terms ends
the chapter followed by basic questions to ensure
students master the key concepts and fact patterns,
which test student’s ability to apply the concepts to
workplace matters. These fact-based scenarios
promote critical thinking and develop analytical skills.
New to the Fourth Edition: New coverage of the
balancing of employer and employee interests in
regard to political expression and social media use
Expanded discussion of employer and employee
rights with respect to medical marijuana Focus on
the heightened attention paid to policies related to
workplace romances due to the #MeToo movement
Enhancement of the materials related to the
prohibition of sex discrimination and compensation
discrimination materials, including the comparing
and contrasting of employee rights under Title VII
and the Equal Pay Act Introduction of Check it out!
—a teaching tool based on real-life scenarios. These
sidebars raise thought-provoking questions designed
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to initiate both legal and policy discussions and
reinforce legal concepts and stakeholder
considerations. Professors and students will benefit
from: Materials are chronologically organized and
track the employer–employee relationship.
Complicated information is presented in a clear and
concise manner. Guidance from the very agencies
that are ultimately responsible for the laws that
regulate the employment relationship is included.
Tackling of serious workplace matters is paired
appropriately with the injection of humor to increase
the attention of students and the likelihood that they
retain the knowledge related to key concepts.
Students who work in human resources,
employment law are provided with sample forms,
enforcement guidance, and workplace posters that
they need to know. Practical information within the
context of interviewing provides students with a
wealth of information and issues that help them
frame interview questions that are legally compliant.
References to the most significant legal cases, as
well as some lesser-known cases represent common
themes. End-of-chapter questions ensure students
master key concepts. Numerous fact patterns test
whether students not only understand these
concepts but also can apply them to workplace
matters. These fact-based scenarios promote critical
thinking and develop analytical skills so that the
knowledge can be used by students. Key terms
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appear in the margins where a term is first
introduced and in the glossary at the end of the
book. This comprehensive glossary of key terms
provides students with an additional opportunity to
review important terms.
The ABA Journal serves the legal profession.
Qualified recipients are lawyers and judges, law
students, law librarians and associate members of
the American Bar Association.
The Practical Guide to Employment Law is a
comprehensive desk manual for HR managers, legal
counsel, and labor and employment attorneys. It
covers federal employment laws in plain-English,
giving readers the practical information necessary to
apply the laws, as well as providing readers with
essential court cases and tips for compliance in
every chapter. The Practical Guide to Employment
Law includes a compliance checklist section -- where
readers can learn the various laws that apply to such
topics as hiring, terminations, and benefits. It also
includes a supervisory training section on several
laws, including FMLA and ADA. The Practical Guide
to Employment Law also includes a CD-ROM that
contains reproducible pages that summarize key
provisions of the major employment laws as well as
quizzes on each of the laws to be administered to
your staff for training purposes.
Designed as a resource for practitioners, this work
shows how competence-based human resource
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management techniques can be applied to
employment interviews, yielding high rates of
employment success while maintaining a
nondiscriminatory hiring process.
A revised handbook for would-be restaurateurs
offers valuable advice on opening a restaurant,
including site selection, creating a business plan,
marketing, staff management, menu pricing, kitchen
organization, and cash overages. Original.
Offers advice on opening a restaurant, including site
selection, marketing, staff management, menu
pricing, kitchen organization, and cash overages.
PSYCHOLOGICAL TESTING: PRINCIPLES,
APPLICATIONS, AND ISSUES, Ninth Edition
explains the fundamentals of psychological testing,
their important applications, and the controversies
that emerge from those applications in clinical,
education, industrial, medical, and legal settings.
Kaplan and Saccuzzo's engaging and thorough text
demonstrates how psychological tests are
constructed and used, both in a professional setting
and in everyday lives. It explains core concepts that
affect the evaluation of all tests, major types of
psychological tests, and current issues affecting
testing such as stereotype threat, bias, laws, and
ethics. Chapters are independent enough to allow
instructors to structure their class to achieve course
objectives. Test profiles and sample items illustrate
how psychological testing is used and reported.
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Case studies demonstrate the uses and misuses of
psychological testing, while technical examples
assist students in grasping complex statistical
concepts. Important Notice: Media content
referenced within the product description or the
product text may not be available in the ebook
version.
Human Resources for the Non-HR Manager appeals
to anyone interested in management issues. The
book explains why human resource issues are
increasing the responsibilities of front-line managers
rather than the HR department. Chapters present the
basics of HR including the fundamentals of hiring,
performance appraisal, reward systems, and
disciplinary systems, so that any
manager--regardless of his or her background or
functional area--can approach these parts of the job
with confidence. The book also covers the latest
developments in equal opportunity law and
describes the manager's responsibilities in
controlling sexual harassment and managing diverse
employees, including older workers and employees
with disabilities. Each chapter's material is firmly
grounded in the current HR academic literature, but
the book's friendly, conversational tone conveys
basic principles of good practice without technical
jargon. Designed to make the material more
accessible and personally relevant, the book
includes the following special features: *Manager's
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Checkpoints--a series of questions that help the
reader apply the material to his or her own
organizational context; *Boxes that describe real-life
examples of how companies respond to HR
challenges; *For Further Reading--references to
articles published in outlets that bridge the academicpractitioner divide; *Manager's Knots--presented in a
question-and-answer format, these describe typical
managerial problems, take the reader into some of
the gray, ambiguous areas of HR, and suggest ways
to apply the chapter material to real-life managerial
dilemmas.
Managing people is a tricky business—and managers
and small business owners can no longer get by
without understanding the essentials of human
resources. New questions abound. In our
increasingly legal-minded age, how much
documentation do we need to keep on each
employee? What’s the best way to confront
complicated personnel issues, and even workplace
violence? The Manager’s Guide to HR provides
readers with a straightforward, step-by-step guide to
human resources topics, including: hiring •
performance evaluations and documentation •
training and development • benefits • compensation
• employment laws • documentation and records
retention • firing and separation The book clarifies
hot-button issues such as dealing with conflict,
privacy issues, COBRA compliance, disabilities,
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sexual harassment, and more. The Manager’s
Guide to HR is a quick and ready reference for every
leader.
This book covers such topics as: the FAMLA; the
development of sex discrimination and sexual
harassment statutes; "glass ceiling" and "glass wall"
issues in professional and academic settings.
Managerial Communication for Professional
Development offers a unique functions approach to
managerial skills. It explores what the
communication managers actually do in business
across the planning, organizing, leading, and
controlling functions when professional skills are
needed the most. The windows into practical reality
adds contemporary information pertinent to key
concepts in the chapters. Focusing on topics such as
public image, impression management,
reprimanding employees’ unproductive behaviors at
work, effective presentations skills, employment
communication best practices, and claims and
argument missteps managers make during crisis.
The contents of this book will help managers and
future managers understand the professional
development skills essential to management
communication functions.
Strategies, arguments, tips, examples, and more for
questioning plaintiffs, supervisors, human resource
managers, economists, statisticians, mental health
experts, and vocational experts.
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