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achieving the task 90-1

administration 5

appraising performance 78-80,
114-17

authority 23-4

briefing 74-5
building the team 92-3

calm judgement 44-6

charisma 28-9

commanding 6-8

communication 75,99, 106-11,
201-19, 233-4, 258-9

Communicznei-Star 202-5

contingency plans 66-8

controlling 76-7

conversation model 210

coordinating 76-7

corporate spirit, releasing the
146-7

creativity 245-50

criticism, offering 219, 246-7

customer complaints, responding to
227-8

decision making 53 -71, 183-99,
231-3

decisiveness 2

defining the task 60-2

delegatien 172, 179-80

delignting your customers 221-30,
234-5

depth mind 184-6, 188,
196-7

direction, giving 133-5

evaluating 78-80, 114-17
excellence 36
execution 138-40

facing problems 192

Fayol, Henri 6-8

feedback, handling 217-19

followers 17-18

foresight 47-8, 68

functions of management 12-13,
132

goodwill, building up 225-6
groups 9-11
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high-performance teams, hallmarks
of 98-100

history of managing 4-5

humility 52-4

Hunt, John 96-7

ideas 245-50

imaginative thinking 50-1
incremental change 257
individual development 94-5, 115
individual needs 9-11
information flows 108-9
innovation, leading 241-60
integrity 42-3, 159-60

intuition 187-8

judgement, calm 44-6

leaders, developing 148-50
leadership 15-18, 55

learning to lead/manage 324
levels of business leadershio 25-6
listening 110-11, 208-9

manager-in-chief 130-1
marketing youtideas 253—4
meetings, managing 112-13, 172
motivation 70, 83—-4

no, saying 181-2

objectives 63-5, 98

operational business leaders
103-23, 125

opportunity cost 181-2

organizations 9-11
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partnerships, building 144-5

people decisions 195-7

performance evaluation 78-80,
114-17

planning 66-8, 171

planning/implementation ratio
72-3

practical wisdom 151-62, 164

practice runs 255-6

presence 81-2

presentation skills 2i4-:16

problem solving 118-19

problem spotting. 120-1

promises 2.9-30

public sue king 206-7

qunlities of managers 21-2, 38-41,
55-6, 262
quality circles 250

reflective thinking 168-9

relating the parts to the whole
141-3

relationships and communication
211

right to manage 19-20

role as team leader 88-9

self-control 76

setting an example 85-6

skills for managers 59-86, 1224,
129-50, 1634

strategic leadership skills 129-50,
163-4

strategic thinking and strategic
planning 136-7
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suggestion schemes 249
supporting 81-2, 99
systems problems 193-4

task needs 9-10, 11
team creativity 245-7
team leadership 87-101, 124
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team maintenance needs 9-10, 11
time management 167-82, 231
trust 42-3, 99, 211, 229

vocation, managing as a 161-2

Xenophon 30-2, 131
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