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Bolton, Robert. People Skills, Brookvale: Simon et Schuster
Australia, 1987. 4 good overview of communication.

Covey, Stephen R. Seven Habits of Highly Effective People, New
York: Simon &t Schuster Fireside Books, 1989.

A really terrific book which covers a multitude of skills.

Cole, Kris. Supervision. Management in Action, Sydney: Prentice

Hall, 1998.

Gives indepth information on problem solving and decision making,
written communications and assertiveness.

Gordon, Dr Thomas. Leader Effectiveness Training, New York:
Bantam Books, 1980.

There are several editions of this book under different publishers.
All are good. It contains some of the earliest and most clearly
explained techniques for communicating well.

Fisher, Roger €t Ury, W. Getting to Yes, London: Hutchinson Better
Business Guides, 1981.

Looks at how to communicate on a win-win basis, particularly in
negotiation situations.
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Hammond, John S., Ralph L. Keeney and Howard Raiffa: Smart
Choices: A Practical Guide to Making Better Decisions, Boston:
Harvard Business School Press, 1998.

A clear book which reviews the latest,scientific research into
problem solving and decision making.

Laborde, Genie Z. Influencing with Integrity, Palo Alto, California:
Syntony Publishing, 1984,

An inspiring book.

Myers, Isabel. Gifts Differing, Palo Alto, California: Consulting
Psychologists Press, Inc., 1986.

Provides a clear description of the 16 Myers-Briggs personality
fypes.

Robbins, Anthony. Unlimited Power, Sydney: Simon et Schuster,
1986.

An indepth yet easy-to-read explanation of many personal and
communication skills.
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