
 
 

 

  Click Here to Borrow Now 

Title:  35 Dumb Things Well-Intended People Say:  Surprising Things We Say That Widen the Diversity Gap 

Summary: 
EVEN WELL-INTENDED PEOPLE CAN CAUSE HARM Have you ever heard yourself or someone else say: "Some of my best 
friends are... (Black, White, Asian, etc.)"?”I don't think of you as... (Gay, Disabled, Jewish, etc.)"?”I don't see color, I'm 
colorblind"? These statements and dozens like them can build a divide between us and the people we interact with. 
Though well-intended, they often widen the diversity gap sometimes causing irreparable harm personally and 
professionally. If you've ever wanted to be more effective in your communication with others, or have been afraid of 
saying the wrong thing, then this concise guide is essential to becoming more inclusive and diversity-smart. A POWERFUL 
DWERSITY TRAINING TOOL FROM ONE OF THE MOST RESPECTED DIVERSITY TRAINERS. 

Author:  Dr. Maura Cullen 

Publication Date:  2008 

 
  Click Here to Borrow Now 

Title:  180 Ways to Walk the Recognition Talk 

Summary: 
Recognizing the efforts and achievements of employees at all levels is critical to organizational success! Yet most people  
quickly run short of ideas on how to recognize others. And far too often, recognition is seen as a "top-down" 
responsibility of managers alone. As a result, acknowledging and reinforcing good performance doesn't happen as often 
as it could or should. This handbook will help you change that! The proven techniques and practical strategies found in 
these pages will get EVERYONE in your organization walking the recognition talk. It will help you encourage positive, 
productive performance and build a "magnetic" culture that attracts and retains the best and brightest people. 

 

Author:  Eric Harvey 

Publication Date:  2000 

 
  Click Here to Borrow Now 

Title:  212° Leadership:  The 10 Rules for Effective Leadership  

Summary: 
In 212° Leadership, I share 10 of the elements that can help to transform your leadership skills, along with some of 
my favorite quotes on the elements of leadership. I've always been fascinated with the qualities and characteristics 
of great leaders. History has identified many qualities and characteristics of great leaders, and, of course, no person 
embodies them all. But the great leaders I've known, or read about have one simple thing in common: They have 
developed their leadership styles around their personalities and their values, and in the end, their actions are 
consistent with what they truly believe .212° Leaders have made the leap from good to great. They are able to not 
only rally the troops to committed, purposeful action, but also to create an environment where quality and 
innovation are the norm, rather than the exception.  

Author:  Mac Anderson 

Publication Date:  2010 
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  Click Here to Borrow Now 

Title:  212° Service:  The 10 Rules for Creating a Service Culture 

Summary: 
Someone once said, "Life is like a game of tennis. The player who serves well seldom loses." The same can be said 
for any business on the planet. There are many books written about service, however, our goals in this one is to 
keep it simple. 212º Service presents 10 simple, but engaging rules of service that can be read by every member of 
your team in less than 30 minutes 

Author:  Mac Anderson 

Publication Date:  2011 

 

Click Here to Borrow Now 

Title:  212° Service:  The Extra Degree 

Summary: 
212° the extra degree captures the essence of excellence in an unforgettable way... At 211° water is hot. At 212°, it 
boils. And with boiling water, comes steam. And with steam, you can power a train. The one extra degree makes 
the difference. In the original 212° the extra degree softcover, the simple 212° concept is illustrated through a clear 
introduction and then supported by a series of thoughts, examples, and facts that will help you absorb the 212° 
mindset. Its purpose is to inspire the extra level of effort that produces exponential results. Let 212° become a part 
of everyone's vocabulary.  

Authors:  Sam Parker & Mac Anderson 

Publication Date:  2006 
 

Click Here to Borrow Now 

Title:  267 Hire Tough Proven Interview Questions 

Summary: 
Until recently, it's been the norm for employers to invest a lot of time, money, and care in the selection of their 
management personnel and to view hourly employees as replaceable cogs in a wheel. This outdated, wrong-headed 
practice is exactly what will separate the losers from the winners in the new millennium. Today's exemplary 
organizations all have one thing in common - they place an unusually high significance on the selection of every 
employee- managers, supervisors, and hourlies. Over 70% of the U.S. workforce is comprised of frontline workers and 
the firms that will fall by the wayside are those that continue to pay scant attention to how these hourly employees are 
interviewed and selected. 267 Hire Tough Proven Interview Questions is a must-have for everyone who hires or manages 
hourly employees. 
Author:  Mel Kleiman 

Publication Date:  1999 
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Click Here to Borrow Now 

Title:  2600 Phrases for Effective Performance Reviews 

Summary: 
No managerial or administrative task is as universally dreaded as the performance review. Supervisors may know the 
points they need to get across, but putting them on paper is another matter. This book puts the right words at their 
fingertips, with ready-to-use phrases and words, action items, and descriptions that managers, supervisors, and HR 
professionals can use to evaluate performance, prepare development plans, and address performance problems. "2600 
Phrases for Effective Performance Appraisals" covers the 25 most commonly rated factors, including productivity, time 
management, decision making, and teamwork, as well as specific roles such as customer service, finance, sales, and 
more. The book provides hundreds of phrases to use in performance improvement plans, plus an appendix of helpful 
individual words. 

Author:  Paul Falcone 

Publication Date:  2005 
 

Click Here to Borrow Now 

Title:  Becoming a Successful Manager:  Powerful Tools for Making a Smooth Transition to Managing a Team 

Summary: 
Being promoted to manager is exciting and rewarding. However, it imposes a major responsibility, because of the 
influence and impact you now have on the lives of many people. If you carry out the job with care, you will fulfill your 
responsibilities effectively.  Becoming a Successful Manager employs a teaching approach we call "The Discovery 
Method." Through practical exercises and thought-provoking questions, you discover how to effectively manage others 
as successfully as you have managed yourself. While reading this book, you will feel like a mentor is by your side 
coaching you through difficult experiences and patting you on the back when you need it. 

Authors:  J. Robert Parkinson, P.h.D., and Gary Grossman 

Publication Date:  2010 
 

Click Here to Borrow Now 

Title:  Buried Alive!:  Digging Out of a Management Dumpster 

Summary: 
Many in positions of leadership feel overwhelmed because it used to be they told subordinates what to do and their 
subordinates did it. Not so today. Leaders are no longer managers or directors, they're considered to be coaches. 
Unfortunately, under this new philosophy, many on the team simply don't pull their weight--unless the team leader 
knows and uses the techniques shared in this book. Steps are given that when taken will form a process leaders can use 
to spread out the work evenly, and create a situation where everyone does a fair share. Called PROCESS BASED 
LEADERSHIP, this is a no nonsense way to organize and conduct business anyone can put in place to create shared 
responsibility throughout the organization that will in inevitably lead to getting the job done quickly and getting it done 
right. 
Authors:  Shane Yount, Anna Versteeg, Debra Boggan, John Pyecha with Linda Segall 

Publication Date:  2004 
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Click Here to Borrow Now 

Title:  Fish!  A Proven Way to Boost Morale and Improve Results 

Summary: 
Imagine a workplace where everyone chooses to bring energy, passion, and a positive attitude to the job every day. 
Imagine an environment in which people are truly connected to their work, to their colleagues, and to their customers. 
In this engrossing parable, a fictional manager is charged with the responsibility of turning a chronically unenthusiastic 
and unhelpful department into an effective team. Across the street from her office is Seattle's very real Pike Place Fish 
Market, world famous and wildly successful thanks to its fun, bustling, joyful atmosphere and customer service. By 
applying ingeniously simple lessons learned from the actual Pike Place fishmongers, our manager learns how to energize 
those who report to her and effect an astonishing transformation in her workplace. Addressing todays work issues 
(including employee retention and burnout) with an engaging metaphor and an appealing message that applies to any 
sector of any organization, Fish! offers wisdom that is easy to grasp, instantly applicable, and profound--the hallmarks  
of a true business classic. 
Authors:  Stephen C. Lundin, Harry Paul, John Christensen, and Ken Blanchard 

Publication Date:  2000 
 

Click Here to Borrow Now 
Title:  Go For the Gold:  How to Achieve Meaningful & Lasting Success 

Summary: 
GO FOR THE GOLD is a "powerhouse" book that will inspire you, your colleagues and your organization to make 
SUCCESS your gold standard. This is the 26th book by bestselling author, Eric Harvey-a leading expert in personal 
achievement and organizational success. GO FOR THE GOLD is designed to help individuals and organizations achieve 
meaningful and lasting success. Your GOLD is out there waiting for you to discover it and enjoy all the "riches" it brings. 
All you need is a treasure map to guide you on this journey. GO FOR THE GOLD is your map! Let your journey begin. 

Author:   Eric Harvey  

Publication Date:  2013 
 

Click Here to Borrow Now 
Title:  Handbook of Principles of Organizational Behavior 

Summary: 
There is a strong movement today in management to encourage management practices based on research evidence. In 
the first volume of this handbook, I asked experts in 39 areas of management to identify a central principle that 
summarized and integrated the core findings from their specialty area and then to explain this principle and give real 
business examples of the principle in action. I asked them to write in non-technical terms, e.g., without a lot of 
statistics, and almost all did so.  The previous handbook proved to be quite popular, so I was asked to edit a second 
edition. This new edition has been expanded to 33 topics, and there are some new authors for the previously included 
topics. The new edition also includes: updated case examples, updated references and practical exercises at the end of 
each chapter. It also includes a preface on evidence-based management. The principles for the first edition were 
intended to be relatively timeless, so it is no surprise that most of the principles are the same (though some chapter titles include more 
than one principle). 
Editor:   Edwin Locke 

Publication Date:  2009 
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Click Here to Borrow Now 

Title:  Hey Leader, Wake Up and Hear the Feedback! 

Summary: 
Hey Leader, Wake Up and Hear the Feedback! is as real world and practical as it gets! Thousands of working individuals 
from a full range of professions, experiences, and geographic locations were surveyed and asked one simple question: 
Based on your experience, what is it that truly effective and highly respected leaders DO. 145 were hand selected and 
assembled within the ten topic chapters that comprise this unique and revealing work. Hey Leader will provide you and 
your organization with powerful and important information which if you’re willing to really hear it can enhance your 
growth, development, and professional success. 
 

 

Author:   Eric Harvey  

Publication Date:  2012 
 

Click Here to Borrow Now 

Title:  Inspired to Succeed:  12 Powerful Lessons to Develop Leadership Excellence 

Summary: 
Inspiration Fuels Extraordinary Success. Success is often the collision of an ordinary moment and an unyielding 
motivation. Inspiration transforms simple events into memorable milestones. Our challenge as leaders is not only to 
recognize those exceptional moments but also to distill from them valuable insight on how to sharpen our skills, inspire 
our team and create the results we need. This book does both by showcasing 12 extraordinary experiences and sharing 
the leadership lessons from each. The stories are intentionally brief and the commentary purposely concise. The 
perspectives offered are there to spark discussion, not end it. Here is every professional s roadmap to extraordinary 
success. Use it to develop a team or motivate yourself because it promises to leave you inspired to succeed!  

 

Author:   Christopher Novak 

Publication Date:  2012 
 

Click Here to Borrow Now 

Title:  Keeping Employees Accountable for Results 

Summary: 
"All managers want to hold their employees accountable for results, but few know how. Moving beyond the far-from-
ideal annual performance review - which only evaluates what has already occurred, and not what the manager wants to 
achieve - "Keeping Employees Accountable for Results" contains checklists, how-tos, and other tools to manage 
performance on an ongoing basis. The book gives busy managers quick, step-by-step advice on: setting expectations; 
monitoring progress; and giving feedback. Following through Light on theory and heavy on practical application, "Keeping 
Employees Accountable for Results" gives time-pressed managers the proven, practical information they need to help 
their people accomplish more." 

 

Author:   Brian Cole Miller 

Publication Date:  2006 
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Click Here to Borrow Now 

Title:  Our Iceberg is Melting:  Changing & Succeeding Under Any Conditions 

Summary: 
Most of the denizens of the Antarctic penguin colony sneer at Fred, the quiet but observant scout who detects worrying 
signs that their home, an iceberg, is melting. Fred must cleverly convince and enlist key players, such as Louis, the head 
penguin; Alice, the number two bird; the intractable NoNo the weather expert; and a passle of school-age penguins if 
he is to save the colony. 

 

Authors:  John Kotter, Holger Rathgeber, Peter Mueller, and Spencer Johnson 

Publication Date:  2005 

 

Click Here to Borrow Now 
Title:  Perfect Phrases for Motivating & Rewarding Employees 

Summary: 
THE RIGHT PHRASE FOR EVERY SITUATION . . . EVERY TIME  
Hundreds of Ready-to-Use Phrases for Encouraging and Recognizing Employee Excellence! Whether you're giving a pep 
talk to a team or inspiring a direct report in a one-on-one meeting, you need the right words to keep your staff focused, 
engaged, enthusiastic, and productive. This fully revised and updated edition of Perfect Phrases for Motivating and 
Rewarding Employees has hundreds of ready-to-use phrases for inspiring peak performance. Learn the most effective 
language for:  

 Creating a positive work environment  

 Motivating people to achieve goals providing performance-enhancing feedback 

 Boosting morale in tough times  

 Using social networking for business success. 
Author:   Harriet Diamond 

Publication Date:  2010 
 

Click Here to Borrow Now 
Title:  Perfect Phrases for Writing Job Descriptions:  Hundreds of Ready-to-Use Phrases for Writing Effective, 
Informative, and Useful Job Descriptions 

Summary: 
THE RIGHT PHRASE FOR THE RIGHT SITUATION—EVERY TIME.  Perfect Phrases for Writing Job Descriptions helps you 
craft job descriptions that attract the best talent and accurately convey job responsibilities. And after you find that ideal 
candidate, this valuable resource will assist you with performance reviews, goal setting, and accountability. Hundreds of 
tips, examples, and sample phrases to help you:  

 Get candidates excited about opportunities in your company  

 Attract and recruit the very best talent  

 Foster communication between supervisors and employees  

 Evaluate performance and provide clear feedback to new employees 
Author:   Carole Martin 

Publication Date:   2009 
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Click Here to Borrow Now 
Title:  Performance Essentials in the Workplace:  A Guidebook to Inspire Actions & Improve Results 

Summary: 
Imagine attending five insightful seminars on five of the hottest workplace topics and receiving five workbooks with the 
blanks already filled in. Add to that, numerous inspirational thoughts and quotes from one of today’s hottest speakers. 
Advantage Media Group, Impact Store and Steve Gilliland have teamed up to bring you a resource that will inspire, 
instruct, and enable you to readily reference information on today’s most important performance essentials: 
organization, attitude, customer service, teamwork, and motivation. In addition, the book also includes dozens of Steve 
Gilliland’s signature quotes. 

Author:   Steve Gilliland 

Publication Date:  2010 
 

Click Here to Borrow Now 
Title:  Pulling Together:  10 Rules for High Performance Teamwork 

Summary: 
Learn the ten principles for high performance teams that are critical for the success of your business, school or organization. 
• Create an environment that values and rewards teamwork. 
• Have each member of your team read this book and then discuss how each rule applies to your own organization. 
- Your chances of "pulling together" will be greatly improved! 
It's easy for any organization to say...."we value teamwork." However, saying it, versus committing to the principles 
to grow it, can be 2 different things. And that's what Pulling Together is all about! Author John Murphy presents 
the ten rules for high performance teams in an engaging way that every person in your organization can 
understand. John is a highly recognized author (7 books); speaker and management consultant who has helped 
some of the world's leading organizations create environments that value and reward teamwork. 
He's also appeared on over 400 radio and television stations and his work has been featured in 50 newspapers  
nationwide. 
Author:   John J. Murphy 

Publication Date:  2010 
 

Click Here to Borrow Now 
Title:  Skill Wars:  Winning the Battle for Productivity & Profit 

Summary: 
Skill Wars shows how to increase productivity and profits by making investments in human capital development. It 
addresses the disparity between the available jobs and available workers. By education and training only 20% of all 
American workers can fit well into our demanding high-tech workplace. How do we train the 80%?  Skill Wars defines 
the race between advanced technology investment and human resources investment and shows managers how to 
measure that investment. It introduces a Human Capital Scoreboard of seven new business management/measurement 
tools including a more accurate calculation of ROI (Return on Investment) for employee performance improvement 
programs. It also provides case studies of how quality training can deliver on more problem-solving/thinking skills. It has 
a foreword by Joseph Boyett, author of The Guru Guide and Workplace 2000. 
Author:   Edward E. Gordon 

Publication Date:  2000 
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Click Here to Borrow Now 
Title:  The Cost of Bad Behavior:  How Incivility is Damaging Your Business and What to Do About it 

Summary: 
Why incivility at work is a bigger problem than you suspect.  In an accessible and informative style, Pearson and Porath 
examine the toll that bad behavior can have on otherwise well-functioning companies. And they reveal strategies that 
successful organizations are using to stop incivility before it takes hold.  Whether it's a standoffish coworker or an 
arrogant boss, incivility at the office doesn't just affect the moods of a few employees; it hurts an entire company. 
Consider these statistics: 12 percent of all employees say they've left jobs because they were treated badly. Fortune 
1000 executives spend roughly seven weeks per year resolving employee conflicts. And an astonishing 95 percent of 
Americans say they've experienced rudeness at work. 

Authors:   Christine Pearson and Christine Porath 

Publication Date:  2009 

 

        Click Here to Borrow Now 

Title:  The Masters of Success 

Summary: 
They have written some of the most widely read business books in the modern era, and they offer their expertise to 
individuals and organizations around the world. Now, you can tap into their hearts and minds to gain insight and advice 
on success, significance, purpose, passion, and calling. This book features author, communicator, and coach Mike Van 
Hoozer along with Ken Blanchard (author of countless leadership books including The One Minute Manager and The 
Secret), Jack Canfield (author of Chicken Soup for the Soul), and John Christensen (author of Fish! Tales). This book 
contains tips, techniques, stories, and illustrations written in a conversational style to help you pursue a life of impact 
and to motivate and encourage you to make a difference in all aspects of your life. 

Authors:   Ken Blanchard, Diane Hanson, Jack Canfield & John Christensen 

Publication Date:  2006 
 

 

    Click Here to Borrow Now 

Title:  The Power of Alignment:  How Great Companies Stay Centered & Accomplish Extraordinary Things 

Summary: 
Misaligned companies, like cars out of alignment, can develop serious problems if not corrected quickly. They are hard 
to steer and don't respond well to changes in direction. This groundbreaking book shows you how to get -and keep -all 
the vital elements of your organization aligned and headed in the same direction at the same time.  Managers must now 
keep their people centered in the midst of change, deemphasize hierarchy, and distribute leadership by distributing 
authority, information, knowledge, and customer data throughout their organization. Alignment is a response to the 
new business reality where customer requirements are in flux, where competitive forces are turbulent, and where the 
bond of loyalty between an organization and its people has been weakened. The old linear approach to management 
has given way to one of simultaneity -to alignment.  As pioneers of the alignment concept, the authors have developed 
this unique approach based on their work with leading companies throughout the world. The Power of Alignment is  
packed with war stories and the firsthand perspectives of industry leaders.  
Authors:   George Labovitz & Victor Rosansky 

Publication Date:  1997 
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Click Here to Borrow Now 
Title:  The Six Secrets of Change 

Summary: 
Successful organizations adjust quickly and intelligently to shifts in consumer tastes, political climate, and economic 
opportunity. How do they do it? The Six Secrets of Change explores essential lessons for business and public sector 
leaders for thriving in today's complex environment. Fullan draws on his acclaimed work in bringing about large-scale 
and substantial change in education reform in both public school systems and universities, as well as engaging in major 
change initiatives internationally. This book is filled with lessons that are insightful, actionable, and concisely 
communicable.  "Fullan has an uncanny ability to produce what is needed at the time it is needed. The six secrets are 
based in theory, grounded in practice, powerful in their relationship to each other, and described in ways that enable 
deep understanding. It is a refreshing change from the surface lists of leadership and change ideas that all too often 
permeate education and business literature." —Vicki Phillips, director of education, Bill & Melinda Gates Foundation 
Author:   Michael Fullan 

Publication Date:  2008 
 

Click Here to Borrow Now 
Title:  Where Have All the Leaders Gone? 

Summary: 
Legendary auto executive Lee Iacocca has a question for every American: Where have all the leaders gone?  
The most widely recognized business executive of all time asks the tough questions that America's leaders must address:  

• What is each of us giving back to our country?  

• Do we truly love democracy?  

• Are we too fat and satisfied for our own good?  

• Why is America addicted to oil?  

• Do we really care about our children's futures?  

• Who will save the middle class? 

Author:   Lee Iacocca 

Publication Date:  2007 
 

Click Here to Borrow Now 

Title:  Wisdom of Wolves:  Leadership Lessons from Nature 

Summary: 
"For the strength of the Pack is the Wolf, and the strength of the Wolf is the Pack." - Rudyard Kipling 
• What would happen in our business and our personal lives if we worked together towards a common goal like the 
wolf pack works together for survival? 
• Explore the characteristics of this majestic creature in this breathtaking inspiring book. 
• A perfect book for your next leadership retreat. 

Author:   Twyman Tower 

Publication Date:  2009 
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