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2. More Than Typing and Steno

3. Projecting a Professional Image

4. Communicating Effectively

5. Office Games — and How to Overcome
Them

6. More Games — and Winning Strategies
to Deal with Them

7. Creative Confrontation

8. Daring to Dream

9. Research and Networking

10. Your Career Decision

11. Resumes and Cover Letters

12. Moving Up in the Same Company

13. Interviewing Your Prospective Boss

14. Moving Ahead with Office Automation

15. Reaching Out and Taking Chances

16. Putting It Together to Get Ahead

2. The Professional Secretary at
Work, Arlene
Hall, 1984
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1. Managing Yourself Assertively

2. Communicating Effectively with Others

3. Sending Messages: Selling Your Ideas

4. Written Communication

9. Improving and Proving Your Effective-
ness on the Job

6. Motivating People to Perform

7. Becoming More Successful in the Orga-
nization

8. Values: Personal Life Versus Career Life
Conflict

9. Continuing Your Professional Growth
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Old Structures and New Opportunities
Image

Dealing with Change and Risk

Career Management

Organizing and Problem Solving
Communication

Managing Your Boss

Productivity in Today ~ s Office

The Automated Office
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