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You’ll get up to speed fast on the most essential business skills with this set of
concise, practical primers. Finance Basics explains the fundamentals of
corporate finance—and its jargon; Running Meetings gives you the tools and
checklists you need to keep your meetings effective and efficient; Presentations
helps you create and deliver a persuasive performance, fast; Managing Projects
shows you how to set up and execute on a project plan; Managing Time helps
you to figure out where all the minutes of your day are going—and how to get
them under control; Getting Work Done helps you to use each of those minutes
more productively; Creating Business Plans shows you how to present the risks
and rewards of your idea; Managing Up helps you to build your relationship
with your boss; Delegating Work shows you how to hand work off right; and
Giving Effective Feedback teaches you how to make potentially difficult
confrontations and turn them into productive conversations. This 10-volume,
specially priced boxed set makes a perfect gift for aspiring leaders who are short
on time but need advice fast.

Get up to speed fast on essential business skills. Whether you’re looking for a
crash course or a brief refresher, you’ll find just what you need in HBR’s 20-
Minute Manager series—foundational reading for ambitious professionals and
aspiring executives. Each book is a concise, practical primer, so you’ll have time
to brush up on a variety of key management topics. Advice you can quickly read
and apply, from the most trusted source in business.
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You’ll get up to speed fast on the most essential business skills with this set of concise, practical primers.
Finance Basics explains the fundamentals of corporate finance—and its jargon; Running Meetings gives
you the tools and checklists you need to keep your meetings effective and efficient; Presentations helps you
create and deliver a persuasive performance, fast; Managing Projects shows you how to set up and execute
on a project plan; Managing Time helps you to figure out where all the minutes of your day are going—and
how to get them under control; Getting Work Done helps you to use each of those minutes more
productively; Creating Business Plans shows you how to present the risks and rewards of your idea;
Managing Up helps you to build your relationship with your boss; Delegating Work shows you how to hand
work off right; and Giving Effective Feedback teaches you how to make potentially difficult confrontations
and turn them into productive conversations. This 10-volume, specially priced boxed set makes a perfect gift
for aspiring leaders who are short on time but need advice fast.

Get up to speed fast on essential business skills. Whether you’re looking for a crash course or a brief
refresher, you’ll find just what you need in HBR’s 20-Minute Manager series—foundational reading for
ambitious professionals and aspiring executives. Each book is a concise, practical primer, so you’ll have time
to brush up on a variety of key management topics. Advice you can quickly read and apply, from the most
trusted source in business.
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Editorial Review

About the Author

Harvard Business Review is the leading destination for smart management thinking. Through its flagship
magazine, 11 international licensed editions, books from Harvard Business Review Press, and digital content
and tools published on HBR.org, Harvard Business Review provides professionals around the world with
rigorous insights and best practices to lead themselves and their organizations more effectively and to make a
positive impact.

Users Review

From reader reviews:

Karen Moore:

Have you spare time for a day? What do you do when you have more or little spare time? Yep, you can
choose the suitable activity to get spend your time. Any person spent all their spare time to take a stroll,
shopping, or went to the Mall. How about open or even read a book titled HBR 20-Minute Manager Boxed
Set (10 Books) (HBR 20-Minute Manager Series)? Maybe it is to get best activity for you. You realize
beside you can spend your time together with your favorite's book, you can wiser than before. Do you agree
with the opinion or you have various other opinion?

Anthony Lucas:

Do you considered one of people who can't read pleasurable if the sentence chained from the straightway,
hold on guys this kind of aren't like that. This HBR 20-Minute Manager Boxed Set (10 Books) (HBR 20-
Minute Manager Series) book is readable by simply you who hate the perfect word style. You will find the
data here are arrange for enjoyable reading experience without leaving possibly decrease the knowledge that
want to supply to you. The writer connected with HBR 20-Minute Manager Boxed Set (10 Books) (HBR 20-
Minute Manager Series) content conveys the idea easily to understand by many individuals. The printed and
e-book are not different in the information but it just different by means of it. So , do you still thinking HBR
20-Minute Manager Boxed Set (10 Books) (HBR 20-Minute Manager Series) is not loveable to be your top
listing reading book?

Joseph Moody:

Would you one of the book lovers? If yes, do you ever feeling doubt if you find yourself in the book store?
Attempt to pick one book that you never know the inside because don't assess book by its include may
doesn't work this is difficult job because you are frightened that the inside maybe not since fantastic as in the
outside search likes. Maybe you answer could be HBR 20-Minute Manager Boxed Set (10 Books) (HBR 20-
Minute Manager Series) why because the great cover that make you consider concerning the content will not
disappoint you. The inside or content is definitely fantastic as the outside as well as cover. Your reading 6th



sense will directly guide you to pick up this book.

Dwight McBride:

As a pupil exactly feel bored to reading. If their teacher asked them to go to the library in order to make
summary for some e-book, they are complained. Just small students that has reading's heart and soul or real
their interest. They just do what the trainer want, like asked to the library. They go to presently there but
nothing reading seriously. Any students feel that reading through is not important, boring as well as can't see
colorful photos on there. Yeah, it is being complicated. Book is very important in your case. As we know
that on this age, many ways to get whatever you want. Likewise word says, many ways to reach Chinese's
country. Therefore , this HBR 20-Minute Manager Boxed Set (10 Books) (HBR 20-Minute Manager Series)
can make you experience more interested to read.
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