(Read now) The Valuable Office Professional

The Valuable Office Pr ofessional

Michelle Burke
ebooks | Download PDF | *ePub | DOC | audiobook

") muzstsead fuf oay esistant |ooking for graoter job satisfoction, Adwinisirefive Assisions,
i's Fled with valushle bechniques for oghimizing relotionshes. Dffice Managers,
Read it and share . Secretaries, nd

Raa Bonchurt, o, Other Sugpar it
The (e Meale Msnager

”
Va/z/db/e
meess/ma/

YOUR GUIDE TO INCREASING
Your Value 1o the Drgummhun
Your Effectiveness With Your

Managers and Co-Workers
AND

Your Own Job Satisfaction

Michelle-Burke

& Donwload ‘ & Read Online J

#1864828 in eBooks 1996-11-09 1996-09-30File Name: BOO3U5V 20A | File size: 30.Mb

Michelle Burke: The Valuable Office Professional before purchasing it in order to gage whether or not it would be
worth my time, and al praised The Vauable Office Professional:

3 of 4 people found the following review helpful. InformativeBy PearlishThere are many great pieces of advice here.
The author presents key points to create, or improve, the working dynamic between Assistant and Executive.14 of 32
people found the following review helpful. The not so valuable book of office professionals.By A Customerl order the


http://f3db.com/pub/links.php?id=B003U5V2OA

book and | started to read it as soon as | got it out of the box. | also ordered the Webster"s secretarial handbook. This
book was alot better and had useful information. The Valuable office professional was a bit confusing to read. The
information was very pointless.6 of 7 people found the following review helpful. BUY THISBOOK!!By L.
QuashThis book has assisted me in my growth as an office professional and as an administrative assistant. | have been
in this business for at least four years and | have so much to learn. Everyone in my organization can see the changes
and transformations | have made with the tips and tools | have used in this book. Even when you think you know it al,
there is still something to learn that did not know yesterday. To all who are not afraid of learning, BUY THIS

BOOK!! Thanks ME

"My bossisawaysin crisismode."" ""My boss never gives me al the information | need."" ""My boss doesn't
understand what | do."" ""My boss never says thank you."" Sound familiar?lt is the assistant who bears the brunt when
manager and assistant are working ""out of synch."" This unique book shows assistants how to take charge of their
relationship with their boss -- using a multitude of tools, tips, and interactive exercises to help assistants meet the
challenge and make themselves indispensable. They will learn how to:* bridge communication and workstyle gaps
withthe boss* take responsibility for their own job satisfaction* focus on shared goals, both long-term and short-term*
take purposeful actions aligned to their manager'sactions* use specific techniques to ensure they and theirmanagers
work as ateam* clarify priorities -- for themselves and for what theirmanagers need

.com Nearly al business books deal with managing a company. The Va uable Office Professional, by Michelle Burke,
addresses the usually neglected but nonetheless critical matter of managing a manager. Approaching issues from the
perspective of the staff, Burke shows how to devel op the assistant-boss relationship into a true partnership. Tips and
exercises are included to help transform these often one-way associations into effective teams, even when the boss
chooses not to see the assistant as a counterpart.About the Author MICHELLE MARIE BURKE (San Francisco, CA)
is president of Executive Counterparts, a consulting company specializing in training and coaching administrative
support staff for higher productivity and greater job satisfaction.



