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Today's executive assistant has become a crucial member of every organization's
support staff--akey business aly with diverse responsibilities, from overseeing
employees to making strategic decisions. Here is the first step-by-step guide
specifically designed to help you thrivein this fast-paced profession. Developed
by nationally-known business consultatnt and author Melba Duncan, this
leading-edge resource provides all the up-to-date information you need to
manage information technologes, deal effectively with abrupt organizational
changes and office palitics, handle stress, resolve conflicts, motivate workers and
forge ateam mentality, master public relations and the media, capitalize on
opportunities emerging from corporate restructuring, and more.
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Editorial Review

Review
"Carrier does afirst-rate job of giving individuated life to the star-crossed crew of the Fantome, rendering
this dark drama of duty and courage amidst nature's fury gripping but never exploitative.”

From the Back Cover

It's no longer just making coffee and scheduling appointments. The New Executive Assistant contributes to
strategic decision making, alerts top management to competitors efforts, and helps implement new
technology. Tapping into her unigue experience as both aformer top executive assistant and as the current
head of a search and consulting firm specializing in this market, Melba Duncan shows the 19 million people
who currently hold administrative support positions how to find and succeed in alucrative job at thetop asa
valued executive assistant. This proactive guide shares the proven tactics jobseekers need to develop and
market the key skills today's employers are looking for. The author includes expert advice on writing
resumes and cover |etters that get good jobs, managing the interview process, networking for success, and
much more.

About the Author
McGraw-Hill authors represent the leading expertsin their fields and are dedicated to improving the lives,
careers, and interests of readers worldwide

Users Review
From reader reviews:
Hallie Cathey:

Now aday peoplethat Living in the era where everything reachable by talk with the internet and the
resources inside can be true or not need people to be aware of each info they get. How many people to be
smart in receiving any information nowadays? Of course the solution is reading a book. Studying a book can
help persons out of this uncertainty Information particularly this The New Executive Assistant: Advice for
Succeeding in Y our Career book because book offers you rich information and knowledge. Of course the
knowledge in this book hundred percent guarantees there is no doubt in it you know.

MaritzaBerry:

This The New Executive Assistant: Advice for Succeeding in Y our Career are generally reliable for you who
want to become a successful person, why. The key reason why of this The New Executive Assistant: Advice
for Succeeding in Your Career can be among the great books you must have is usually giving you more than
just simple examining food but feed you actually with information that possibly will shock your preceding
knowledge. This book is actually handy, you can bring it just about everywhere and whenever your
conditions throughout the e-book and printed people. Beside that this The New Executive Assistant: Advice
for Succeeding in Y our Career giving you an enormous of experience like rich vocabulary, giving you tryout
of critical thinking that we all know it useful in your day exercise. So, let's have it appreciate reading.



Debra Davis:

The book untitled The New Executive Assistant: Advice for Succeeding in Your Career is the book that
recommended to you you just read. Y ou can see the quality of the guide content that will be shown to a
person. The language that creator use to explained their ideas are easily to understand. The copy writer was
did alot of investigation when write the book, and so the information that they share to you is absolutely
accurate. Y ou also will get the e-book of The New Executive Assistant: Advice for Succeeding in Y our
Career from the publisher to make you much more enjoy free time.

John McGinnis:

Areyou kind of busy person, only have 10 as well as 15 minute in your day to upgrading your mind
expertise or thinking skill even analytical thinking? Then you are receiving problem with the book in
comparison with can satisfy your short period of time to read it because pretty much everything time you
only find book that need more time to be examine. The New Executive Assistant: Advice for Succeeding in
Y our Career can be your answer mainly because it can be read by you who have those short free time
problems.
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