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= gﬂ;ﬂ' What do Google, Amazon, Facebook and Alibaba haveommon? Collectively referred to as

)

e, “GAFA", these companies represent a new breed wofpaditors who are disrupting one industry

1 et after another using a playbook that most incumbentpanies fail to understand. This book will

' help you understand how these digital born orgaioiaa look at the world around them, and

é czmmmeme— more importantly, help you transform your own origation to compete and ultimately, thrive in
the digital age. With management playbooks from théustrial age offering very little

| e meaningful guidance, we need a fresh perspectivedpond to the digital challenge. Clearing

. the Digital BLUR fills the gap by providing a guideok for leaders and managers to leapfrog

' " into the digital world, supported by a modern apgioto strategy, execution, leadership and
culture. Digital disruption is a real phenomenorihg an impact on every industry. This book is a&sggription and
provides an actionable framework to Deal with digiault lines that show up during the digital sérmation journey;
Embrace new leadership models required to achesudts in the digital age.
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Soft Skills: An Integrated Approach to Maximise Personality
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The book features a practical and time-tested iegrprogram on soft skills that prepares job
aspirants to build employment skills quickly. Theok is designed with a clear objective to
identify the need of the present generation andoevep them with the right set of skills to
make them employable. With the bunch of soft skite book chips in to fill the void between
the university curriculum and current industriabds. The book gives them an inner edge and
effectiveness to work with people and excel at wtake. Special Features: The strategic
division of soft skills under three categories: i@hcAcademic & Professional; Teaching —
Learning Tools to prepare for career advancemettt as: Learning Roadmap, Perspectives, Instaat Baxes, Worldly
Wise Comic Strips, Expert's Speak, Exhibits, Resesifor Further Reflections, Caselets; and Selfifsig Tools such as
Review Questions Critical Analysis Questions ande&li Questions are included. The add-on CD includdsos that
facilitate understanding about Interviews, Groupddssions and Professional Presentations. Thiswildke useful to

both students and professionals.
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Written by a team of experts, Business Skills AH@ne for Dummies is your complete guide
to perfecting your communication, management arghmizational skills. Inside you'll find
simple techniques for improving your performancewairk - everything from presentation
skills, project management, persuading and influ@ngeople, motivating (yourself and
others!), managing your workload, managing a teachrauch more. No other book offers you
this much in one volume. It's like having a whoeam of business, communication and
management experts sitting on your bookshelf..nbuth less crowded! Inside this you'll find
the following four books in one volume:

Book |: Communicating Effectively (covering commaation, presentations, body language, confideneesuasion &
influence); Book II: Building Your Commercial Acume(covering accounting and budgeting, technologlling,
negotiation); Book lll: Managing and Leading Othémscruiting, working in teams and groups, dealiith ethics and
office politics, coaching, leadership); and Book I¥creasing Productivity and Performance (time agament, project
management, achieving goals, motivation, managiegs organising time, managing meetings andmtgalith emails).

With this book, one can Improve the soft skillsji@wn the hard skills, Boost performance and piativity, and
Manage for excellence.
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