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KEY=AHEAD - GAIGE JAZMINE
ONE SECOND AHEAD
ENHANCE YOUR PERFORMANCE AT WORK WITH MINDFULNESS
Springer Researchers have found that the accelerated pace of modern oﬃce life is taking its toll on productivity, employee engagement, creativity and well-being. Faced with a relentless ﬂood of information and distractions, our brains try to process everything at once increasing our stress, decreasing
our eﬀectiveness and negatively impacting our performance. Ironically, we have become too overworked, unfocused, and busy to stop and ask ourselves the most important question: What can we do to break the cycle of being constantly under pressure, always-on, overloaded with information and in
environments ﬁlled with distractions? Do we need to accept this as the new workplace reality and continue to survive rather than thrive in modern day work environments? Thankfully, the answer is no. In their new book, ONE SECOND AHEAD: Enhance Your Performance at Work with Mindfulness
(Palgrave Macmillan; November 2015), Rasmus Hougaard, Jacqueline Carter, and Gillian Coutts demonstrate that it is possible to train the brain to respond diﬀerently to today's constant pressures and distraction. All it takes is one second. They propose that we need to learn to work diﬀerently so we are
more focused, calm and have less clutter in our mind so we can better manage our time and attention. What if we could hit the 'pause' button on our day, step back, and meet challenges with a sense of clarity and purpose? And what if there was a way not just of 'getting things done,' but ensuring that
what does get done are the right things to do? Based on a program in corporate mindfulness designed by Hougaard and the partners of The Potential Project, One Second Ahead provides practical tools and techniques as well as real-world examples and lessons from organizations that have implemented
mindfulness on a large scale. Thoroughly tested in a diverse range of industries, this program has resulted in measurable increases in productivity, eﬀectiveness, and job satisfaction. With the new mindset proposed in One Second Ahead, readers will be able to put an end to ineﬀective multitasking,
unproductive meetings, poor communication, and other unhealthy workplace behaviors by applying mindfulness to every day work life. All too often, we think that being mindful requires engaging in a special activity like meditation or yoga. Sure, these activities are beneﬁcial and important to train the
mind, but there are many simple things we can do to be mindful all day long. One Second Ahead is a handbook for more mindful work that oﬀers: Practical, easy to apply, tools and techniques to enhance performance and eﬀectiveness in day to day work activities such as meetings, emails,
communication, planning, creativity and more Real-world stories of how mindfulness changed the workdays of leaders and front line employees Tips for cultivating mental strategies and routines that can reduce clutter, increase focus, and rewire your brain to enhance presence, patience, kindness and
other valuable mind states Simple yet detailed step-by-step instructions for a more systematic approach to mindfulness training to enhance focus and awareness Guidelines for a 10-minute-per-day mindfulness program that can reshape your life both at work and at home; A reproducible planning
worksheet and further resources in the Appendix. One Second Ahead can transform daily work life by helping individuals and teams realize more of their potential through greater focus and awareness. The tools and techniques in this book can transform individual and organizational performance one
mind at a time.

ONE SECOND AHEAD
ENHANCE YOUR PERFORMANCE AT WORK WITH MINDFULNESS
THE MIND OF THE LEADER
HOW TO LEAD YOURSELF, YOUR PEOPLE, AND YOUR ORGANIZATION FOR EXTRAORDINARY RESULTS
Harvard Business Press Join the global movement that's making corporations more people-centric to achieve great results. The world is facing a global leadership crisis. Seventy-seven percent of leaders think they do a good job of engaging their people, yet 88 percent of employees say their leaders
don't engage enough. There is also a high level of suﬀering in the workplace: 35 percent of employees would forgo a pay raise to see their leaders ﬁred. This is an enormous waste of human talent--despite the fact that $46 billion is spent each year on leadership development. Based on extensive
research, including assessments of more than 35,000 leaders and interviews with 250 C-level executives, The Mind of the Leader concludes that organizations and leaders aren't meeting employees' basic human needs of ﬁnding meaning, purpose, connection, and genuine happiness in their work. But
more than a description of the problem, The Mind of the Leader oﬀers a radical, yet practical, solution. To solve the leadership crisis, organizations need to put people at the center of their strategy. They need to develop managers and executives who lead with three core mental qualities: mindfulness,
selﬂessness, and compassion. Using real-world inspirational examples from Marriott, Accenture, McKinsey & Company, LinkedIn, and many more, The Mind of the Leader shows how this new kind of leadership turns conventional leadership thinking upside down. It represents a radical redeﬁnition of what
it takes to be an eﬀective leader--and a practical, hard-nosed solution to every organization's engagement and execution problems.

COMPASSIONATE LEADERSHIP
HOW TO DO HARD THINGS IN A HUMAN WAY
Harvard Business Press Leadership is hard. How can you balance compassion for your people with eﬀectiveness in getting the job done? A global pandemic, economic volatility, natural disasters, civil and political unrest. From New York to Barcelona to Hong Kong, it can feel as if the world as we know it
is coming apart. Through it all, our human spirit is being tested. Now more than ever, it's imperative for leaders to demonstrate compassion. But in hard times like these, leaders need to make hard decisions—deliver negative feedback, make diﬃcult choices that disappoint people, and in some cases lay
people oﬀ. How do you do the hard things that come with the responsibility of leadership while remaining a good human being and bringing out the best in others? Most people think we have to make a binary choice between being a good human being and being a tough, eﬀective leader. But this is a
false dichotomy. Being human and doing what needs to be done are not mutually exclusive. In truth, doing hard things and making diﬃcult decisions is often the most compassionate thing to do. As founder and CEO of Potential Project, Rasmus Hougaard and his longtime coauthor, Jacqueline Carter,
show in this powerful, practical book, you must always balance caring for your people with leadership wisdom and eﬀectiveness. Using data from thousands of leaders, employees, and companies in nearly a hundred countries, the authors ﬁnd that when leaders bring the right balance of compassion and
wisdom to the job, they foster much higher levels of employee engagement, performance, loyalty, and well-being in their people. With rich examples from Netﬂix, IKEA, Unilever, and many other global companies, as well as practical tools and advice for leaders and managers at any level,
Compassionate Leadership is your indispensable guide to doing the hard work of leadership in a human way.

MINDFUL WORK
HOW MEDITATION IS CHANGING BUSINESS FROM THE INSIDE OUT
Houghton Miﬄin Harcourt Explains how such mindfulness practices as meditation and yoga have helped lower stress and increase mental focus for employees, and oﬀers real-world examples of how mindfulness has beneﬁted large corporations.
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DEEP WORK
RULES FOR FOCUSED SUCCESS IN A DISTRACTED WORLD
Grand Central Publishing Read the Wall Street Journal Bestseller for "cultivating intense focus" for fast, powerful performance results for achieving success and true meaning in one's professional life (Adam Grant, author of Give and Take). Deep work is the ability to focus without distraction on a
cognitively demanding task. It's a skill that allows you to quickly master complicated information and produce better results in less time. Deep Work will make you better at what you do and provide the sense of true fulﬁllment that comes from craftsmanship. In short, deep work is like a super power in
our increasingly competitive twenty-ﬁrst century economy. And yet, most people have lost the ability to go deep-spending their days instead in a frantic blur of e-mail and social media, not even realizing there's a better way. In Deep Work, author and professor Cal Newport ﬂips the narrative on impact
in a connected age. Instead of arguing distraction is bad, he instead celebrates the power of its opposite. Dividing this book into two parts, he ﬁrst makes the case that in almost any profession, cultivating a deep work ethic will produce massive beneﬁts. He then presents a rigorous training regimen,
presented as a series of four "rules," for transforming your mind and habits to support this skill. 1. Work Deeply 2. Embrace Boredom 3. Quit Social Media 4. Drain the Shallows A mix of cultural criticism and actionable advice, Deep Work takes the reader on a journey through memorable stories-from
Carl Jung building a stone tower in the woods to focus his mind, to a social media pioneer buying a round-trip business class ticket to Tokyo to write a book free from distraction in the air-and no-nonsense advice, such as the claim that most serious professionals should quit social media and that you
should practice being bored. Deep Work is an indispensable guide to anyone seeking focused success in a distracted world. An Amazon Best Book of 2016 Pick in Business & Leadership Wall Street Journal Business Bestseller A Business Book of the Week at 800-CEO-READ

ONE SECOND TO GLORY
THE ALASKA ADVENTURES OF IDITAROD CHAMPION DICK MACKEY
Epicenter Press In 1978, Dick Mackey claimed the most dramatic victory ever in the Iditarod Trail Sled Dog Race, crossing the ﬁnish line in Nome a mere one second ahead of Rick Swenson after a two-week, 1,149 mile-run from Anchorage. Many years later Alaskans still shake their heads in amazement.
In One Second to Glory, Mackey shares this and many other adventures: Making a home in the forntier state in the heady ﬁrst day s of Statehood; Surviving the 1964 earthquake and helping rebuild Alaska; Mushing against "Doc" Lombard and George Attla in the heyday of sprint racing; Helping Joe
Redington organize the Iditarod Trail SLed Dog Race; Experience 82 degrees below zero at Coldfoot, his famous Arctic Circle truck stop; Mackey's colorful stories are told in his own words in interviews with Lew Freedman, outdoor adventure writer for the Chicago Tribune and longtime former sports
editor of the Anchorage Daily News. Freedman has written seventeen books about Alaska.

WHO GETS PROMOTED, WHO DOESN'T, AND WHY, SECOND EDITION
12 THINGS YOU'D BETTER DO IF YOU WANT TO GET AHEAD
Ten Speed Press A revised and updated edition of the career advancement guide that advocates working smarter, not harder, from one of America's premier career consultants. Do your job, do it well, and you’ll be rewarded, right? Actually, probably not. According to career guru Donald Asher,
advancement at work is less about skillsets and more about strategy. The revised and expanded edition of WHO GETS PROMOTED, WHO DOESN’T, AND WHY details exactly what puts one employee on the fast track to an exceptional career, while another stays on the treadmill to mediocrity. Whether
you’re new to the workforce, repairing a recession-damaged career, or feeling stagnant and overlooked at work, this book is your ticket to advancement. Learn: ∙ why timing is more important than talent ∙ how corporations actually make promotion decisions ∙ how to avoid career mistakes you don’t
even know you’re making ∙ what women in the workforce particularly need to know ∙ and the twelve proven strategies for promotion regardless of your industry and experience If you want to know how to control your career destiny, the solution is to work smarter, not harder. WHO GETS PROMOTED,
WHO DOESN’T, AND WHY will help you do just that.

THE 48 LAWS OF POWER
Proﬁle Books THE MILLION COPY INTERNATIONAL BESTSELLER Drawn from 3,000 years of the history of power, this is the deﬁnitive guide to help readers achieve for themselves what Queen Elizabeth I, Henry Kissinger, Louis XIV and Machiavelli learnt the hard way. Law 1: Never outshine the master Law
2: Never put too much trust in friends; learn how to use enemies Law 3: Conceal your intentions Law 4: Always say less than necessary. The text is bold and elegant, laid out in black and red throughout and replete with fables and unique word sculptures. The 48 laws are illustrated through the tactics,
triumphs and failures of great ﬁgures from the past who have wielded - or been victimised by - power. ___________________________________ (From the Playboy interview with Jay-Z, April 2003) PLAYBOY: Rap careers are usually over fast: one or two hits, then styles change and a new guy comes along. Why
have you endured while other rappers haven't? JAY-Z: I would say that it's from still being able to relate to people. It's natural to lose yourself when you have success, to start surrounding yourself with fake people. In The 48 Laws of Power, it says the worst thing you can do is build a fortress around
yourself. I still got the people who grew up with me, my cousin and my childhood friends. This guy right here (gestures to the studio manager), he's my friend, and he told me that one of my records, Volume Three, was wack. People set higher standards for me, and I love it.

GETTING THINGS DONE
THE ART OF STRESS-FREE PRODUCTIVITY
Penguin The book Lifehack calls "The Bible of business and personal productivity." "A completely revised and updated edition of the blockbuster bestseller from 'the personal productivity guru'"—Fast Company Since it was ﬁrst published almost ﬁfteen years ago, David Allen’s Getting Things Done has
become one of the most inﬂuential business books of its era, and the ultimate book on personal organization. “GTD” is now shorthand for an entire way of approaching professional and personal tasks, and has spawned an entire culture of websites, organizational tools, seminars, and oﬀshoots. Allen has
rewritten the book from start to ﬁnish, tweaking his classic text with important perspectives on the new workplace, and adding material that will make the book fresh and relevant for years to come. This new edition of Getting Things Done will be welcomed not only by its hundreds of thousands of
existing fans but also by a whole new generation eager to adopt its proven principles.

YOUR BRAIN AT WORK, REVISED AND UPDATED
STRATEGIES FOR OVERCOMING DISTRACTION, REGAINING FOCUS, AND WORKING SMARTER ALL DAY LONG
HarperCollins A researcher and consultant burrows deep inside the heads of one modern two-career couple to examine how each partner processes the workday—revealing how a more nuanced understanding of the brain can allow us to better organize, prioritize, recall, and sort our daily lives. Emily
and Paul are the parents of two young children, and professionals with diﬀerent careers. Emily is the newly promoted vice president of marketing at a large corporation; Paul works from home or from clients' oﬃces as an independent IT consultant. Their days are ﬁlled with a bewildering blizzard of
emails, phone calls, more emails, meetings, projects, proposals, and plans. Just staying ahead of the storm has become a seemingly insurmountable task. In Your Brain at Work, Dr. David Rock goes inside Emily and Paul's brains to see how they function as each attempts to sort, prioritize, organize, and
act on the vast quantities of information they receive in one typical day. Dr. Rock is an expert on how the brain functions in a work setting. By analyzing what is going on in their heads, he oﬀers solutions Emily and Paul (and all of us) can use to survive and thrive in today's hyperbusy work
environment—and still feel energized and accomplished at the end of the day. In Your Brain at Work, Dr. Rock explores issues such as: why our brains feel so taxed, and how to maximize our mental resources why it's so hard to focus, and how to better manage distractions how to maximize the chance
of ﬁnding insights to solve seemingly insurmountable problems how to keep your cool in any situation, so that you can make the best decisions possible how to collaborate more eﬀectively with others why providing feedback is so diﬃcult, and how to make it easier how to be more eﬀective at changing
other people's behavior and much more.

THE PROGRESS PRINCIPLE
USING SMALL WINS TO IGNITE JOY, ENGAGEMENT, AND CREATIVITY AT WORK
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Harvard Business Press What really sets the best managers above the rest? It’s their power to build a cadre of employees who have great inner work lives—consistently positive emotions; strong motivation; and favorable perceptions of the organization, their work, and their colleagues. The worst
managers undermine inner work life, often unwittingly. As Teresa Amabile and Steven Kramer explain in The Progress Principle, seemingly mundane workday events can make or break employees’ inner work lives. But it’s forward momentum in meaningful work—progress—that creates the best inner
work lives. Through rigorous analysis of nearly 12,000 diary entries provided by 238 employees in 7 companies, the authors explain how managers can foster progress and enhance inner work life every day. The book shows how to remove obstacles to progress, including meaningless tasks and toxic
relationships. It also explains how to activate two forces that enable progress: (1) catalysts—events that directly facilitate project work, such as clear goals and autonomy—and (2) nourishers—interpersonal events that uplift workers, including encouragement and demonstrations of respect and
collegiality. Brimming with honest examples from the companies studied, The Progress Principle equips aspiring and seasoned leaders alike with the insights they need to maximize their people’s performance.

I HATE MY BOSS!: HOW TO SURVIVE AND GET AHEAD WHEN YOUR BOSS IS A TYRANT, CONTROL FREAK, OR JUST PLAIN NUTS!
McGraw-Hill Describes ways in which managers can be diﬃcult to work with and oﬀers techniques for dealing with such issues as incompetence, drug use, sadism, and sexual harassment

ALTERED TRAITS
SCIENCE REVEALS HOW MEDITATION CHANGES YOUR MIND, BRAIN, AND BODY
Penguin Two New York Times–bestselling authors unveil new research showing what meditation can really do for the brain. In the last twenty years, meditation and mindfulness have gone from being kind of cool to becoming an omnipresent Band-Aid for ﬁxing everything from your weight to your
relationship to your achievement level. Unveiling here the kind of cutting-edge research that has made them giants in their ﬁelds, Daniel Goleman and Richard Davidson show us the truth about what meditation can really do for us, as well as exactly how to get the most out of it. Sweeping away
common misconceptions and neuromythology to open readers’ eyes to the ways data has been distorted to sell mind-training methods, the authors demonstrate that beyond the pleasant states mental exercises can produce, the real payoﬀs are the lasting personality traits that can result. But short
daily doses will not get us to the highest level of lasting positive change—even if we continue for years—without speciﬁc additions. More than sheer hours, we need smart practice, including crucial ingredients such as targeted feedback from a master teacher and a more spacious, less attached view of
the self, all of which are missing in widespread versions of mind training. The authors also reveal the latest data from Davidson’s own lab that point to a new methodology for developing a broader array of mind-training methods with larger implications for how we can derive the greatest beneﬁts from
the practice. Exciting, compelling, and grounded in new research, this is one of those rare books that has the power to change us at the deepest level.

HIGH PERFORMANCE JAVASCRIPT
BUILD FASTER WEB APPLICATION INTERFACES
"O'Reilly Media, Inc." If you're like most developers, you rely heavily on JavaScript to build interactive and quick-responding web applications. The problem is that all of those lines of JavaScript code can slow down your apps. This book reveals techniques and strategies to help you eliminate performance
bottlenecks during development. You'll learn how to improve execution time, downloading, interaction with the DOM, page life cycle, and more. Yahoo! frontend engineer Nicholas C. Zakas and ﬁve other JavaScript experts—Ross Harmes, Julien Lecomte, Steven Levithan, Stoyan Stefanov, and Matt
Sweeney—demonstrate optimal ways to load code onto a page, and oﬀer programming tips to help your JavaScript run as eﬃciently and quickly as possible. You'll learn the best practices to build and deploy your ﬁles to a production environment, and tools that can help you ﬁnd problems once your site
goes live. Identify problem code and use faster alternatives to accomplish the same task Improve scripts by learning how JavaScript stores and accesses data Implement JavaScript code so that it doesn't slow down interaction with the DOM Use optimization techniques to improve runtime performance
Learn ways to ensure the UI is responsive at all times Achieve faster client-server communication Use a build system to minify ﬁles, and HTTP compression to deliver them to the browser

THE ART OF FAILURE
AN ESSAY ON THE PAIN OF PLAYING VIDEO GAMES
MIT Press An exploration of why we play video games despite the fact that we are almost certain to feel unhappy when we fail at them. We may think of video games as being "fun," but in The Art of Failure, Jesper Juul claims that this is almost entirely mistaken. When we play video games, our facial
expressions are rarely those of happiness or bliss. Instead, we frown, grimace, and shout in frustration as we lose, or die, or fail to advance to the next level. Humans may have a fundamental desire to succeed and feel competent, but game players choose to engage in an activity in which they are
nearly certain to fail and feel incompetent. So why do we play video games even though they make us unhappy? Juul examines this paradox. In video games, as in tragic works of art, literature, theater, and cinema, it seems that we want to experience unpleasantness even if we also dislike it. Reader or
audience reaction to tragedy is often explained as catharsis, as a purging of negative emotions. But, Juul points out, this doesn't seem to be the case for video game players. Games do not purge us of unpleasant emotions; they produce them in the ﬁrst place. What, then, does failure in video game
playing do? Juul argues that failure in a game is unique in that when you fail in a game, you (not a character) are in some way inadequate. Yet games also motivate us to play more, in order to escape that inadequacy, and the feeling of escaping failure (often by improving skills) is a central enjoyment of
games. Games, writes Juul, are the art of failure: the singular art form that sets us up for failure and allows us to experience it and experiment with it. The Art of Failure is essential reading for anyone interested in video games, whether as entertainment, art, or education.

GETTING AHEAD
THREE STEPS TO TAKE YOUR CAREER TO THE NEXT LEVEL
John Wiley & Sons A leading executive coach pinpoints three vital traits necessary to advance your career In Getting Ahead, one of the top 50 executive coaches in the United States, Joel Garﬁnkle reveals his signature model for mastering three skills to take your career to the next level: Perception,
Visibility, and Inﬂuence. The PVI-model of professional advancement will teach you to: (1) Actively promote yourself as an asset and valuable person inside the organization, (2) Increase your visibility to gain others’ recognition and appreciation for your eﬀorts and (3) Become a person of inﬂuence who
makes key decisions inside the organization. Getting Ahead will put you ahead of the competition to become a known, valued, and desired commodity at your company. For more than two decades, Joel Garﬁnkle has worked closely with thousands of executives, senior managers, directors, and
employees at the world's leading companies, and has authored 300 articles on leadership Oﬀers detailed guidance on how to increase exposure, boost visibility, enhance perceived value for your organization, and ultimately achieve career advancement Explains how to get your name circulating among
higher levels of management so others know you, see your results, and acknowledge the impact you bring to the company

WHAT'S STOPPING ME FROM GETTING AHEAD?
WHAT YOUR MANAGER WON’T TELL YOU ABOUT WHAT IT REALLY TAKES TO BE SUCCESSFUL
McGraw Hill Professional An expert management coach with over thirty years of experience helping professionals get to the next stages of their careers, identiﬁes—and helps readers break—the 12 unconscious habits and behaviors that are holding them back from the corner oﬃce. About the Book For
more than 30 years, Robert W. Goldfarb has advised and coached managers on ﬁve continents in organizations of every type who got to a certain level of success in their careers and then stalled. They were smart, had the right experience and a good track record, and had put in the time and energy to
get them to where they were. But something was holding them back from getting to the highest level of management, and despite their obvious intelligence, they couldn't tell what it was. Now, in the tradition of What Got You Here Won't Get You There, Robert Golfarb isolates the 12 top behaviors that
mid- to upper-level managers exhibit at work that keep them from getting to the corner oﬃce. Some of these traits—a drive for results, strong knowledge of their industries, and networking with their peers—may have gotten them where they were, but need to be altered and adapted in order for them
to get to the higher levels of management. The book is organized in an ingenious "What You Do" and "What Others See" structure, helping readers truly understand how their well-intentioned behaviors can wind up sabotaging their careers. Using case histories and actual examples from corporations,
along with speciﬁc, actionable strategies for breaking these bad behaviors, Robert Goldfarb will help professionals everywhere break through their career plateaus and break into the corner oﬃce. These self-defeating behaviors are: Not demonstrating their true personal integrity. Not taking enough time
to make sure their boss looks good. A laser-like focus on getting the job done well without appreciating the contributions of others. Using too much humor to build camaraderie and to foster collegial work environments. Lacking real passion for change. Relying solely on intellectual analysis with little
reliance on “gut” feelings Focusing on problems rather than solutions A reluctance to properly manage former peers and supervisors. Under-appreciating the enormous value of diversity in the workplace. Not fully acknowledging the contributions of others on their teams. Always swinging for the fences
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and winning every battle, instead of taking a long range view of the situation.

BEYOND PERFORMANCE 2.0
A PROVEN APPROACH TO LEADING LARGE-SCALE CHANGE
John Wiley & Sons Double your odds of leading successful, sustainable change Leaders aren’t short on access to change management advice, but the jury has long been out as to which approach is the best one to follow. With the publication of Beyond Performance 2.0, the verdict is well and truly in. By
applying the approach detailed by authors, Scott Keller and Bill Schaninger, the evidence shows that leaders can more than double their odds of success—from thirty percent to almost eighty. Whereas the ﬁrst edition of Beyond Performance introduced the authors’ “Five Frames of Performance and
Health” approach to change management, the fully revised and updated Beyond Performance 2.0 has been transformed into a truly practical “how to” guide for leaders. Every aspect of how to lead change at scale is covered in a step-by-step manner, always accompanied by practical tools and real-life
examples. Keller and Schaninger’s work is distinguished in many ways, one of which is the rigor behind the recommendations. The underpinning research is the most comprehensive of its kind—based on over 5 million data points drawn from 2,000 companies globally over a 15-year period. This data is
overlaid with the authors’ combined more than 40 years of experience in helping companies successfully achieve large-scale change. As senior partners in McKinsey & Company, consistently named the world’s most prestigious management consulting ﬁrm, Keller and Schaninger also draw on the shared
experience of their colleagues from oﬃces in over 60 countries with unrivaled access to CEOs and senior teams. Beyond Performance 2.0 also dares to go against the grain—eschewing the notion of copying best practices and instead guiding leaders to make choices speciﬁc to their unique context and
organization. It does this with meticulously balance of focus on short- and long-term considerations, and on fully addressing the hard technical and oft cultural elements of making change happen. Further, the approach doesn’t just focus on delivering change; it builds an organization’s muscle to
continuously change, making it healthier so that it can act with increased speed and agility to stay perpetually ahead of its competition. Leaders looking for a proven approach to leading large-scale change from a trusted source have found what they are looking for in Beyond Performance 2.0.

ASK A MANAGER
HOW TO NAVIGATE CLUELESS COLLEAGUES, LUNCH-STEALING BOSSES, AND THE REST OF YOUR LIFE AT WORK
Ballantine Books From the creator of the popular website Ask a Manager and New York’s work-advice columnist comes a witty, practical guide to 200 diﬃcult professional conversations—featuring all-new advice! There’s a reason Alison Green has been called “the Dear Abby of the work world.” Ten
years as a workplace-advice columnist have taught her that people avoid awkward conversations in the oﬃce because they simply don’t know what to say. Thankfully, Green does—and in this incredibly helpful book, she tackles the tough discussions you may need to have during your career. You’ll
learn what to say when • coworkers push their work on you—then take credit for it • you accidentally trash-talk someone in an email then hit “reply all” • you’re being micromanaged—or not being managed at all • you catch a colleague in a lie • your boss seems unhappy with your work • your
cubemate’s loud speakerphone is making you homicidal • you got drunk at the holiday party Praise for Ask a Manager “A must-read for anyone who works . . . [Alison Green’s] advice boils down to the idea that you should be professional (even when others are not) and that communicating in a
straightforward manner with candor and kindness will get you far, no matter where you work.”—Booklist (starred review) “The author’s friendly, warm, no-nonsense writing is a pleasure to read, and her advice can be widely applied to relationships in all areas of readers’ lives. Ideal for anyone new to
the job market or new to management, or anyone hoping to improve their work experience.”—Library Journal (starred review) “I am a huge fan of Alison Green’s Ask a Manager column. This book is even better. It teaches us how to deal with many of the most vexing big and little problems in our
workplaces—and to do so with grace, conﬁdence, and a sense of humor.”—Robert Sutton, Stanford professor and author of The No Asshole Rule and The Asshole Survival Guide “Ask a Manager is the ultimate playbook for navigating the traditional workforce in a diplomatic but ﬁrm way.”—Erin Lowry,
author of Broke Millennial: Stop Scraping By and Get Your Financial Life Together

HIGH PERFORMANCE HABITS
HOW EXTRAORDINARY PEOPLE BECOME THAT WAY
Hay House, Inc THESE HABITS WILL MAKE YOU EXTRAORDINARY. Twenty years ago, author Brendon Burchard became obsessed with answering three questions: 1. Why do some individuals and teams succeed more quickly than others and sustain that success over the long term? 2. Of those who pull it
oﬀ, why are some miserable and others consistently happy on their journey? 3. What motivates people to reach for higher levels of success in the ﬁrst place, and what practices help them improve the most After extensive original research and a decade as the world’s leading high performance coach,
Burchard found the answers. It turns out that just six deliberate habits give you the edge. Anyone can practice these habits and, when they do, extraordinary things happen in their lives, relationships, and careers. Which habits can help you achieve long-term success and vibrant well-being no matter
your age, career, strengths, or personality? To become a high performer, you must seek clarity, generate energy, raise necessity, increase productivity, develop inﬂuence, and demonstrate courage. The art and science of how to do all this is what this book is about. Whether you want to get more done,
lead others better, develop skill faster, or dramatically increase your sense of joy and conﬁdence, the habits in this book will help you achieve it faster. Each of the six habits is illustrated by powerful vignettes, cutting-edge science, thought-provoking exercises, and real-world daily practices you can
implement right now. If you’ve ever wanted a science-backed, heart-centered plan to living a better quality of life, it’s in your hands. Best of all, you can measure your progress. A link to a free professional assessment is included in the book.

HOW TO GET AHEAD: A PROVEN 6-STEP SYSTEM TO UNLEASH YOUR PERSONAL BRAND AND BUILD A WORLD-CLASS NETWORK SO OPPORTUNITIES COME TO YOU
A 6-STEP SYSTEM TO UNLEASH YOUR PERSONAL BRAND AND BUILD A WORLD-CLASS NETWORK SO OPPORTUNITIES COME TO YOU
McGraw Hill Professional Turbocharge your professional success and accelerate your career. This practical guide cuts the ﬂuﬀ and gives you real, tangible, actionable steps you can take to build your own world-class network. Even if you think the terms “personal branding” or “networking” sound sleazy,
How to Get Ahead teaches you how to earn more, learn more, get more done, and set yourself up for long-term career success. THIS PROVEN, SIX-STEP SYSTEM TEACHES YOU HOW TO: • Stop spinning your wheels and set professional goals that you can actually achieve. • Identify, reach out to, and
learn from mentors, teachers, and advisors to shave years oﬀ your learning and avoid painful mistakes. • Eliminate overwhelm and burnout through a personalized project management system Identify and signal your skills and expertise to unleash your own personal brand. • Discover The “Seven
Deadly Sins of Networking” that kill your chances of building a world-class network— and how to avoid them. • Tap into your own personal network and get introductions inﬂuential people—even if you hate “networking.” • Make people want to work with you — even if you hate “pitching.” Whether
you’re an employee, a business owner, an academic, a student, or an aspiring “digital nomad,” this book gives you the steps to set up your own system for professional success.

STRENGTHENING FORENSIC SCIENCE IN THE UNITED STATES
A PATH FORWARD
National Academies Press Scores of talented and dedicated people serve the forensic science community, performing vitally important work. However, they are often constrained by lack of adequate resources, sound policies, and national support. It is clear that change and advancements, both
systematic and scientiﬁc, are needed in a number of forensic science disciplines to ensure the reliability of work, establish enforceable standards, and promote best practices with consistent application. Strengthening Forensic Science in the United States: A Path Forward provides a detailed plan for
addressing these needs and suggests the creation of a new government entity, the National Institute of Forensic Science, to establish and enforce standards within the forensic science community. The beneﬁts of improving and regulating the forensic science disciplines are clear: assisting law
enforcement oﬃcials, enhancing homeland security, and reducing the risk of wrongful conviction and exoneration. Strengthening Forensic Science in the United States gives a full account of what is needed to advance the forensic science disciplines, including upgrading of systems and organizational
structures, better training, widespread adoption of uniform and enforceable best practices, and mandatory certiﬁcation and accreditation programs. While this book provides an essential call-to-action for congress and policy makers, it also serves as a vital tool for law enforcement agencies, criminal
prosecutors and attorneys, and forensic science educators.

FORECASTING: PRINCIPLES AND PRACTICE
OTexts Forecasting is required in many situations. Stocking an inventory may require forecasts of demand months in advance. Telecommunication routing requires traﬃc forecasts a few minutes ahead. Whatever the circumstances or time horizons involved, forecasting is an important aid in eﬀective
and eﬃcient planning. This textbook provides a comprehensive introduction to forecasting methods and presents enough information about each method for readers to use them sensibly.

4

One Second Ahead Enhance Your Performance At Work With Mindfulness

5-10-2022

key=Ahead

One Second Ahead Enhance Your Performance At Work With Mindfulness

5

FOR THE STRENGTH OF YOUTH
The Church of Jesus Christ of Latter-day Saints OUR DEAR YOUNG MEN AND YOUNG WOMEN, we have great conﬁdence in you. You are beloved sons and daughters of God and He is mindful of you. You have come to earth at a time of great opportunities and also of great challenges. The standards in this
booklet will help you with the important choices you are making now and will yet make in the future. We promise that as you keep the covenants you have made and these standards, you will be blessed with the companionship of the Holy Ghost, your faith and testimony will grow stronger, and you will
enjoy increasing happiness.

ATOMIC HABITS
AN EASY & PROVEN WAY TO BUILD GOOD HABITS & BREAK BAD ONES
Penguin The #1 New York Times bestseller. Over 4 million copies sold! Tiny Changes, Remarkable Results No matter your goals, Atomic Habits oﬀers a proven framework for improving--every day. James Clear, one of the world's leading experts on habit formation, reveals practical strategies that will
teach you exactly how to form good habits, break bad ones, and master the tiny behaviors that lead to remarkable results. If you're having trouble changing your habits, the problem isn't you. The problem is your system. Bad habits repeat themselves again and again not because you don't want to
change, but because you have the wrong system for change. You do not rise to the level of your goals. You fall to the level of your systems. Here, you'll get a proven system that can take you to new heights. Clear is known for his ability to distill complex topics into simple behaviors that can be easily
applied to daily life and work. Here, he draws on the most proven ideas from biology, psychology, and neuroscience to create an easy-to-understand guide for making good habits inevitable and bad habits impossible. Along the way, readers will be inspired and entertained with true stories from Olympic
gold medalists, award-winning artists, business leaders, life-saving physicians, and star comedians who have used the science of small habits to master their craft and vault to the top of their ﬁeld. Learn how to: • make time for new habits (even when life gets crazy); • overcome a lack of motivation and
willpower; • design your environment to make success easier; • get back on track when you fall oﬀ course; ...and much more. Atomic Habits will reshape the way you think about progress and success, and give you the tools and strategies you need to transform your habits--whether you are a team
looking to win a championship, an organization hoping to redeﬁne an industry, or simply an individual who wishes to quit smoking, lose weight, reduce stress, or achieve any other goal.

LEADING CHANGE
Harvard Business Press Oﬀers advice on how to lead an organization into change, including establishing a sense of urgency, developing a vision and strategy, and generating short-term wins.

THINK AGAIN
THE POWER OF KNOWING WHAT YOU DON'T KNOW
Penguin #1 New York Times Bestseller “THIS. This is the right book for right now. Yes, learning requires focus. But, unlearning and relearning requires much more—it requires choosing courage over comfort. In Think Again, Adam Grant weaves together research and storytelling to help us build the
intellectual and emotional muscle we need to stay curious enough about the world to actually change it. I’ve never felt so hopeful about what I don’t know.” —Brené Brown, Ph.D., #1 New York Times bestselling author of Dare to Lead The bestselling author of Give and Take and Originals examines the
critical art of rethinking: learning to question your opinions and open other people's minds, which can position you for excellence at work and wisdom in life Intelligence is usually seen as the ability to think and learn, but in a rapidly changing world, there's another set of cognitive skills that might matter
more: the ability to rethink and unlearn. In our daily lives, too many of us favor the comfort of conviction over the discomfort of doubt. We listen to opinions that make us feel good, instead of ideas that make us think hard. We see disagreement as a threat to our egos, rather than an opportunity to
learn. We surround ourselves with people who agree with our conclusions, when we should be gravitating toward those who challenge our thought process. The result is that our beliefs get brittle long before our bones. We think too much like preachers defending our sacred beliefs, prosecutors proving
the other side wrong, and politicians campaigning for approval--and too little like scientists searching for truth. Intelligence is no cure, and it can even be a curse: being good at thinking can make us worse at rethinking. The brighter we are, the blinder to our own limitations we can become.
Organizational psychologist Adam Grant is an expert on opening other people's minds--and our own. As Wharton's top-rated professor and the bestselling author of Originals and Give and Take, he makes it one of his guiding principles to argue like he's right but listen like he's wrong. With bold ideas and
rigorous evidence, he investigates how we can embrace the joy of being wrong, bring nuance to charged conversations, and build schools, workplaces, and communities of lifelong learners. You'll learn how an international debate champion wins arguments, a Black musician persuades white
supremacists to abandon hate, a vaccine whisperer convinces concerned parents to immunize their children, and Adam has coaxed Yankees fans to root for the Red Sox. Think Again reveals that we don't have to believe everything we think or internalize everything we feel. It's an invitation to let go of
views that are no longer serving us well and prize mental ﬂexibility over foolish consistency. If knowledge is power, knowing what we don't know is wisdom.

AHEAD IN THE CLOUD
BEST PRACTICES FOR NAVIGATING THE FUTURE OF ENTERPRISE IT
Createspace Independent Publishing Platform Cloud computing is the most signiﬁcant technology development of our lifetimes. It has made countless new businesses possible and presents a massive opportunity for large enterprises to innovate like startups and retire decades of technical debt. But
making the most of the cloud requires much more from enterprises than just a technology change. Stephen Orban led Dow Jones's journey toward digital agility as their CIO and now leads AWS's Enterprise Strategy function, where he helps leaders from the largest companies in the world transform their
businesses. As he demonstrates in this book, enterprises must re-train their people, evolve their processes, and transform their cultures as they move to the cloud. By bringing together his experiences and those of a number of business leaders, Orban shines a light on what works, what doesn't, and
how enterprises can transform themselves using the cloud.

BEYOND COLLABORATION OVERLOAD
HOW TO WORK SMARTER, GET AHEAD, AND RESTORE YOUR WELL-BEING
Harvard Business Press A plan for conquering collaborative overload to drive performance and innovation, reduce burnout, and enhance well-being. Most organizations have created always-on work contexts that are burning people out and hurting performance rather than delivering productivity,
innovation and engagement. Collaborative work consumes 85% of employees' time and is drifting earlier into the morning, later into the night, and deeper into the weekend. The dilemma is that we all need to collaborate more to create eﬀective organizations and vibrant careers for ourselves. But
conventional wisdom on teamwork and collaboration has created too much of the wrong kind of collaboration, which hurts our performance, health and overall well-being. In Beyond Collaboration Overload, Babson professor Rob Cross solves this paradox by showing how top performers who thrive at
work collaborate in a more purposeful way that makes them 18-24% more eﬃcient than their peers. Good collaborators are distinguished by the eﬃciency and intentionality of their collaboration—not the size of their network or the length of their workday. Through landmark research with more than
300 organizations, in-depth stories, and tools, Beyond Collaboration Overload will coach you to reclaim close to a day a week when you: Identify and challenge beliefs that lead you to collaborate too quickly Impose structure in your work to prevent unproductive collaboration Alter behaviors to create
more eﬃcient collaboration It then outlines how successful people invest this reclaimed time to: Cultivate a broad network—not a big one—for innovation and scale Energize others—a strong predictor of high performance Connect with others to reduce micro-stressors and enhance physical and mental
well-being Cross' framework provides relief from the deﬁnitive problem of our age—dysfunctional collaboration at the expense of our performance, health and overall well-being.

ONE SECOND AFTER
Forge Books A post-apocalyptic thriller of the after eﬀects in the United States after a terrifying terrorist attack using electromagnetic pulse weapons. New York Times best selling author William R. Forstchen now brings us a story which can be all too terrifyingly real...a story in which one man struggles
to save his family and his small North Carolina town after America loses a war, in one second, a war that will send America back to the Dark Ages...A war based upon a weapon, an Electro Magnetic Pulse (EMP). A weapon that may already be in the hands of our enemies. Months before publication, One
Second After has already been cited on the ﬂoor of Congress as a book all Americans should read, a book already being discussed in the corridors of the Pentagon as a truly realistic look at a weapon and its awesome power to destroy the entire United States, literally within one second. It is a weapon
that the Wall Street Journal warns could shatter America. In the tradition of On the Beach, Fail Safe and Testament, this book, set in a typical American town, is a dire warning of what might be our future...and our end. The John Matherson Series #1 One Second After #2 One Year After #3 The Final Day
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Other Books Pillar to the Sky 48 Hours At the Publisher's request, this title is being sold without Digital Rights Management Software (DRM) applied.

MINDFUL LISTENING (HBR EMOTIONAL INTELLIGENCE SERIES)
Harvard Business Press Become a mindful listener at work. Listening is a critical skill that leaders and managers often take for granted. By learning to listen mindfully, you can keep your employees more engaged, foster the discovery of new ideas, and hear what you need to hear in a discussion rather
than what you expect to hear. The book will teach you what great listeners do, how to stay fully present in challenging conversations, and how empathic listening can help others learn and grow. This volume includes the work of: Peter Bregman Jack Zenger and Joseph Folkman Rasmus Hougaard and
Jacqueline Carter Amy Jen Su and Muriel Maignan Wilkins How to be human at work. The HBR Emotional Intelligence Series features smart, essential reading on the human side of professional life from the pages of Harvard Business Review. Each book in the series oﬀers proven research showing how our
emotions impact our work lives, practical advice for managing diﬃcult people and situations, and inspiring essays on what it means to tend to our emotional well-being at work. Uplifting and practical, these books describe the social skills that are critical for ambitious professionals to master.

HOW PEOPLE LEARN II
LEARNERS, CONTEXTS, AND CULTURES
National Academies Press There are many reasons to be curious about the way people learn, and the past several decades have seen an explosion of research that has important implications for individual learning, schooling, workforce training, and policy. In 2000, How People Learn: Brain, Mind,
Experience, and School: Expanded Edition was published and its inﬂuence has been wide and deep. The report summarized insights on the nature of learning in school-aged children; described principles for the design of eﬀective learning environments; and provided examples of how that could be
implemented in the classroom. Since then, researchers have continued to investigate the nature of learning and have generated new ﬁndings related to the neurological processes involved in learning, individual and cultural variability related to learning, and educational technologies. In addition to
expanding scientiﬁc understanding of the mechanisms of learning and how the brain adapts throughout the lifespan, there have been important discoveries about inﬂuences on learning, particularly sociocultural factors and the structure of learning environments. How People Learn II: Learners, Contexts,
and Cultures provides a much-needed update incorporating insights gained from this research over the past decade. The book expands on the foundation laid out in the 2000 report and takes an in-depth look at the constellation of inﬂuences that aﬀect individual learning. How People Learn II will
become an indispensable resource to understand learning throughout the lifespan for educators of students and adults.

10% HAPPIER
HOW I TAMED THE VOICE IN MY HEAD, REDUCED STRESS WITHOUT LOSING MY EDGE, AND FOUND SELF-HELP THAT ACTUALLY WORKS--A TRUE STORY
Harper Collins #1 New York Times Bestseller REVISED WITH NEW MATIERAL Winner of the 2014 Living Now Book Award for Inspirational Memoir "An enormously smart, clear-eyed, brave-hearted, and quite personal look at the beneﬁts of meditation." —Elizabeth Gilbert Nightline anchor Dan
Harrisembarks on an unexpected, hilarious, and deeply skeptical odyssey through the strange worlds of spirituality and self-help, and discovers a way to get happier that is truly achievable. After having a nationally televised panic attack, Dan Harris knew he had to make some changes. A lifelong
nonbeliever, he found himself on a bizarre adventure involving a disgraced pastor, a mysterious self-help guru, and a gaggle of brain scientists. Eventually, Harris realized that the source of his problems was the very thing he always thought was his greatest asset: the incessant, insatiable voice in his
head, which had propelled him through the ranks of a hypercompetitive business, but had also led him to make the profoundly stupid decisions that provoked his on-air freak-out. Finally, Harris stumbled upon an eﬀective way to rein in that voice, something he always assumed to be either impossible or
useless: meditation, a tool that research suggests can do everything from lower your blood pressure to essentially rewire your brain. 10% Happier takes readers on a ride from the outer reaches of neuroscience to the inner sanctum of network news to the bizarre fringes of America’s spiritual scene, and
leaves them with a takeaway that could actually change their lives.

THE EQUANIMOUS MIND (2ND EDITION)
HOW A TEN-DAY MEDITATION BOOT CAMP UNEXPECTEDLY AWAKENED ME TO THE FUNDAMENTALS OF LIFE AND EXISTENCE
Pariyatti The Equanimous Mind (2nd Edition) chronicles the author's ﬁrst ten-day Vipassana meditation camp experience at the end of 2010 and the life-changing impact it has had on his personal and professional life since that time. This new second edition comes at an important milestone in Manish’s
journey as ten years have passed since that ﬁrst ten-day retreat. A new epilogue in this 10th anniversary edition has been expanded and enriched with updates on his progress since the journey began a decade ago. The book describes a ten-day Vipassana meditation course in the tradition of S. N.
Goenka from the standpoint of someone encountering meditation for the ﬁrst time. It contains a detailed, journal-like narrative of the rich and complex sequence of events that unrolls during the retreat. The author’s capacity to recall and sequence vivid details by the hundreds gives the book the feeling
of an experience rather than merely of a recounting. The Equanimous Mind has a particular heartwarming quality because of the earnestness with which the author seeks to grow into being the best possible person he can be. Many people will beneﬁt from this volume of clear sentences, deep feelings,
and important messages. ============= Out of gratitude for the beneﬁts the author has received from the practice of Vipassana meditation, he will be donating the proceeds from this book to spreading awareness about the technique, so that others can draw value from it as well.
=============

INTRODUCTION TO PROBABILITY
CRC Press Developed from celebrated Harvard statistics lectures, Introduction to Probability provides essential language and tools for understanding statistics, randomness, and uncertainty. The book explores a wide variety of applications and examples, ranging from coincidences and paradoxes to
Google PageRank and Markov chain Monte Carlo (MCMC). Additional

THE ANARCHIST COOKBOOK
Lulu Press, Inc The Anarchist Cookbook will shock, it will disturb, it will provoke. It places in historical perspective an era when "Turn on, Burn down, Blow up" are revolutionary slogans of the day. Says the author" "This book... is not written for the members of fringe political groups, such as the
Weatherman, or The Minutemen. Those radical groups don't need this book. They already know everything that's in here. If the real people of America, the silent majority, are going to survive, they must educate themselves. That is the purpose of this book." In what the author considers a survival guide,
there is explicit information on the uses and eﬀects of drugs, ranging from pot to heroin to peanuts. There i detailed advice concerning electronics, sabotage, and surveillance, with data on everything from bugs to scramblers. There is a comprehensive chapter on natural, non-lethal, and lethal weapons,
running the gamut from cattle prods to sub-machine guns to bows and arrows.

THE NEW EXECUTIVE ASSISTANT
EXCEPTIONAL EXECUTIVE OFFICE MANAGEMENT
Executive Assistant Network The New Executive Assistant is a guide for EAs and their executives, designed to help them reconsider the EA role and look at it in a new light. The premise is simple: the more eﬀective the EA, the more eﬀective the executive ... and the more eﬀective the organisation.

GIVE AND TAKE
WHY HELPING OTHERS DRIVES OUR SUCCESS
Penguin A groundbreaking look at why our interactions with others hold the key to success, from the bestselling author of Think Again and Originals For generations, we have focused on the individual drivers of success: passion, hard work, talent, and luck. But in today’s dramatically reconﬁgured world,
success is increasingly dependent on how we interact with others. In Give and Take, Adam Grant, an award-winning researcher and Wharton’s highest-rated professor, examines the surprising forces that shape why some people rise to the top of the success ladder while others sink to the bottom.
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Praised by social scientists, business theorists, and corporate leaders, Give and Take opens up an approach to work, interactions, and productivity that is nothing short of revolutionary.

MINDSET
THE NEW PSYCHOLOGY OF SUCCESS
Random House The updated edition of the bestselling book that has changed millions of lives with its insights into the growth mindset “Through clever research studies and engaging writing, Dweck illuminates how our beliefs about our capabilities exert tremendous inﬂuence on how we learn and which
paths we take in life.”—Bill Gates, GatesNotes After decades of research, world-renowned Stanford University psychologist Carol S. Dweck, Ph.D., discovered a simple but groundbreaking idea: the power of mindset. In this brilliant book, she shows how success in school, work, sports, the arts, and almost
every area of human endeavor can be dramatically inﬂuenced by how we think about our talents and abilities. People with a ﬁxed mindset—those who believe that abilities are ﬁxed—are less likely to ﬂourish than those with a growth mindset—those who believe that abilities can be developed. Mindset
reveals how great parents, teachers, managers, and athletes can put this idea to use to foster outstanding accomplishment. In this edition, Dweck oﬀers new insights into her now famous and broadly embraced concept. She introduces a phenomenon she calls false growth mindset and guides people
toward adopting a deeper, truer growth mindset. She also expands the mindset concept beyond the individual, applying it to the cultures of groups and organizations. With the right mindset, you can motivate those
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