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Where you focus your attention is where the

vehicle youre driving ends up.
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Get Ready, Set, Go!

CC ) ecome a manager,” they said. “It’ll be a great career move,” they said.

What “they” didn’t say is that managing requires a different set of
skills than being a high performer did. They also left out that managing wel/
requires new behaviors from you. And, they were vague on how to make the
transition effectively.

So, here you are, Ms. or Mr. Manager. All eyes are on you. You need new
skills to keep employees engaged. You need to demonstrate new behaviors
to manage others” performance. You are being held accountable for getting
results. And, you are pressed for time. What you really need right now is
guidance—and you are holding it. The Smarter in an Hour series is designed
for you—the busy, results-oriented manager. You don’t mind putting in the
effort, but you need direction on how to succeed in this role. You are won-
dering where to direct your focus. Focus on This, Not That will share where to
start, what to do, and how to follow through, while providing tools to help
you at every step along the way.

Commit one hour this week to read the core content of this book and
you will be well on your way to saving yourself hours and days of heartache as
a manager. As an added bonus, by applying the strategies of this book, your

managerial effectiveness quotient will multiply exponentially.

Xi
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The 60-Minute Challenge

You can read the core content of this book in an hour. In even less time, you
can read the five One-Minute Roundup chapter summaries. For a deeper
dive, you will want to explore all of the book’s resources, worksheets, and
job aids.

You have the book, now carve out an hour and choose how you will use
your 60 minutes to be the manager you always wanted to have. Tackle your

hour any way you choose:

[ Read the core content of the five main chapters:
— Chapter 1: 18 minutes to establish expectations
—  Chapter 2: 15 minutes to set goals
— Chapter 3: 9 minutes to give recognition and feedback
— Chapter 4: 8 minutes to delegate without micromanaging
—  Chapter 5: 10 minutes to regain lost time through efficient work
habits

O Start with the five One-Minute Roundup summaries that close
the main chapters. Use your remaining 55 minutes to explore the
content most useful to you today.

[ Review the table of contents to choose the chapters aligned with your
greatest pain points and dedicate your hour to their core content,
sidebars, worksheets, job aids, quotes, and so on.

O Take a deep dive into Chapter 1—complete the worksheets and read
all of the sidebars. Yes, this is a hefty chapter—Dbecause its guidance
is foundational to your success in your leadership role and to achiev-
ing the promises of this book: engaging employees, managing per-
formance, and getting results.

3 Jump around—it is your hour and your book—use them both as

you see fit!

How This Book Can Help You Be the Manager
You've Always Wanted to Have

Where you focus your attention is where the vehicle you're driving ends up.
If you've only been led by ineffective managers, you have seen that wreckage
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firsthand and likely know what not to do, but maybe not what to do. If you
have been fortunate enough to have had an exceptional manager, you have
experienced the benefits, but you may not know how to replicate them with

your team. This book will change that. It will:

*  Reveal three steps for developing and leading high performers.
*  Provide direction on how to simultaneously achieve business
results and help employees achieve their ambitions.
*  Share step-by-step processes to master your new role’s new
responsibilities, including:
— Delivering sincere, specific recognition.
— Providing feedback to boost engagement, performance, and
results.
— Entrusting employees with greater responsibility without
micromanaging them.
— Implementing no-nonsense strategies to address three threats to
productivity: ineflicient practices, time wasters, and bad habits.
*  Support you in putting this guidance into practice with
worksheets, job aids, and even sample language.

You can do this! When you Focus on This, Not That—strategically and
proactively embracing your leadership role—you will need to put out fewer
fires, conduct fewer counseling conversations, and deal with fewer head-
aches. By focusing on #his (the strategies in this book) and no# that (whatever
has led you here), you will be able to realize the engagement, performance,
and results you need to be an exceptional manager—the type employees talk
about for all the right reasons. Let’s get started.

“You may be disappointed if you fail but
you are doomed if you don't try.”
—Beverly Sills
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Don't Waste My Time

Expert Secrets for Meetings That Inspire, Engage, and Get Results

No matter the size, purpose, or timing of your meetings—whether you are

convening multiple teams at a conference, leading a staff meeting, chair-

SMARTER IN AN HOUR

DON'TWASIE

Expert Secrets for Meetings That Inspire,
Engage, and Get Results

Kimberly Devlin

ing a PTA committee, or facilitating a vir-
tual meeting of remote workers—this book
will be the best hour investment you can
make to get results in your business and per-
sonal meetings—all backed up with tools,
templates, assessments, and more. In this
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HOUR series, Kimberly Devlin shares her
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productive and engaging meetings, provides
tools that streamline meeting preparation
and follow-through, reveals expert facilita-
tion secrets and techniques so you can lead

meetings like a pro, and gives strategies to

manage the difficult situations and bad behaviors that perpetually plague

meetings.

ISBN: 9781939247117 | (January 2019) 6" x 9", 120 pages

Audience: Managers, leaders, facilitators, team leads | Price: $1695
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Also from Kimberly Devlin:

NV RN N€® Same Training, Half the Time

H A LE Delivering Results for Busy Learners

THE TIME

Impossible, right? Especially when time
is tight and expectations are high. Yet, in
today’s time-constrained workplace, orga-

nizations need to be able to develop their
Deliveri .
" e workforce faster and faster if they hope to

Results for

BusylleiS compete and achieve business results. In

this book, expert trainer and instructional
Kimberly Devlin designer Kimberly Devlin distills the strate-

gies essential to designing, developing, and
delivering better training in half the time. Learn to create meaningful learn-

ing events in less time and with less stress.
ISBN: 9781939247094 | (March 2018) 6" x 9", 212 pages

Audience: Trainers, instructional designers, talent development & HR professionals, managers

Rights sold: Chinese (simplified) | Price: $1695

Find these and other TPH titles on Amazon.com.





