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EFFECTIVE MANAGEMENT: For Busy Managers 
STATE SERVICES COMMISSION 

114p. 1974. $6.55 plus $2.20 p & p 
Management has been described as "what managers do". But what 
is that? Getting things done? Getting other people to do them? Using 
resources economically? And what does the 'effective' manager do? 
This book looks at answers to such questions. It has been written 
as an introduction to the subject, especially for New Zealand man
agers who want to manage their organisation better. 

PROFESSIONALLY SPEAKING 
25p. 1983. $3.60 plus $1.21 p & p 
"Speech is power; speech is to persuade, to convert, to compel", 
said Emerson. Ignorance is the biggest stumbling block in the path 
of the aspiring public speaker. Your purpose in speaking must be 
that you have something to say, rather than that you have to say 
something. This inexpensive booklet will help the person who has 
to speak professionally. 

15p. 1981. 

P.R. FOR THE ADMINISTRATOR 
STATE SERVICES COMMISSION 

$2.15 plus $1.21 p & p 
A favourable climate of public opinion must be deliberately fos
tered by an organisation and not merely left to chance. This activity, 
commonly known as "public relations", is the responsibility of top 
management and as an administrator you have a part to play in its 
execution. 

13p.1981. 

PERSON TO PERSON 
STATE SERVICES COMMISSION 

$3.25 plus $1.21 p & p 
This book is a guide to your role in public relations and covers 
techniques that will help you establish good relations between your 
organisation and the public. 

23p. 1979. 

ABOUT SUPERVISION 
STATE SERVICES COMMISSION 

$6.60 plus $2.20 p & p 
You may be anxious about your new duties and responsibilities on 
your first job as a supervisor. This booklet will introduce you to 
some ways of making those duties and responsibilities easier to 
cope with. 

TRAINING WAYS 
By Geoffrey Moss 

119 p. 1983. Illustrated. $14.25 plus $2.92 p & p 
'Training Ways' is the third and last book in the series of Advisory 
Aid Books. Like 'Way with Words' and 'Visual Aids' it is a book 
to help the supervisor, training manager, the tutor and the exten
sion worker provide a successful training programme and a learning 
experience for adults. 

THE HOME VEGETABLE GARDEN 
by Bee Baldwin 

177 p. 1984. Illustrated. 
Softcover $21.95 plus $5.50 p & p 

Hardcover $30.75 plus $5.50 p & p 
This book is a comprehensive, clearly-written, illustrated grow-your
own guide to raising fresh, vitamin-rich vegetables in any ordinary 
New Zealand garden. 

CREATING WORK 
by David Nau/ls 

165 p. 1984. Illustrated. $10.45 plus $2.92 p & p 
Creating Work has been written to help people to become self
employed. The book shows how skills-writing, baking, carpentry, 
whatever-can be turned into a profitable small business. 

WHERE TO START 
By Vincent Burke 

DEPARTMENT OF INTERNAL AFFAIRS 
61 p. 1982. Illustrated. $6.55 plus $2.20 p & p 
This publication has been designed to help New Zealanders in the 
initi~1 stages ofge~ting a c.lub, ~oup, or of!~anisation offt)1e ground. 
The mformatlOn It con tams will be of assistance to a Wide variety 
of different community groups, sporting, cultural, and recreational 
clubs. Included are suggestions for various administrative 
frameworks; legal structure, meetings, public relations finance and 
the constitution of the organisation. " 
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