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OCR Certificate in Administration Level 2
Student Book
Wondering how the most accomplished leaders from
around the globe have tackled their toughest
challenges? Now you can find out—with Lessons
Learned. Concise and engaging, each volume in this
new series offers 12-14 insightful essays by top
leaders in industry, the public sector, and academia
on the most pressing issues they’ve faced. The
contributors share surprisingly personal anecdotes
and offer authoritative and practical advice drawn
from their years of hard-earned experience. The
series launches with three volumes, each of which
centers on a timely topic: · Leading by Example ·
Managing Your Career · Managing Change A crucial
resource for today’s busy executive, Lessons Learned
gives you instant access to the wisdom and expertise
of the world’s most talented leaders. 50 Lessons’
digital library holds more than 500 individual lessons
from over 100 high-profile leaders from industry, the
public sector, and academia from companies and
institutions around the world.

Taking Charge of Your Career Direction
Whether you’re new to Active Directory (AD) or a
savvy system administrator looking to brush up on
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your skills, Active Directory for Dummies, 2nd Edition
will steer you in the right direction! Since its original
release, Microsoft’s implementation of the lightweight
directory access protocol (LDAP) for the Windows
Server line of networking software has become one of
the most popular directory service products in the
world. If you are involved with the design and support
of Microsoft directory services and/or solutions, you
really need this book! You’ll understand the basics of
AD and utilize its structures to simplify your life and
secure your digital environment. You’ll discover how
to exert fine-grained control over groups, assets,
security, permissions, and policies on a Windows
network and efficiently configure, manage, and
update the network. You’ll find new and updated
material on security improvements, significant user
interface changes, and updates to the AD scripting
engine, password policies, accidental object deletion
protection, and more. You will learn how to: Navigate
the functions and structures of AD Understand
business and technical requirements and determine
goals Become familiar with physical components like
site links, network services, and site topology Manage
and monitor new features, AD replication, and
schema management Maintain AD databases Avoid
common AD mistakes that can undermine network
security Complete with lists of the ten most important
points about AD, and ten cool Web resources, and ten
troubleshooting tips, Active Directory For Dummies,
2nd Edition is your one-stop guide to setting up,
working with, and making the most of Active
Directory. Note: CD-ROM/DVD and other
supplementary materials are not included as part of
eBook file.
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What's the Alternative?
The Internet can provide the prospective job-hunter
with a wealth of job postings, but navigating the
overwhelming tide of information is a task that is
growing more difficult by the day. "Digital Job Hunting
2.0" will show you how to use a simple technique and
free tools to significantly increase the chances of you
finding your next dream job.

DotNetNuke For Dummies
Do you want to develop Web sites without the help of
a programmer? Lucky for you there’s DotNetNuke, a
content management system that allows you to build
and maintain dynamic Web sites just by using a Web
browser. DotNetNuke For Dummies helps you get
down to business and shows you how to create a userfriendly Web site. You’ll find out how you can build
and manage a flexible, versatile site with all the
advantages an open-source application offers, use
convenient modules, build a community, and save
some money at the same time. This plain-English
guide lets you discover how to: Install, run, and
troubleshoot DotNetNuke Change and customize
portal settings Add and manage pages on your site
Make your site look professional Deliver contents with
Text/HTML Add news feeds, online surveys, and
banners Interact with visitors through blogging,
feedback comments, and forums Create an ebusiness Customize the look of your site with exciting
components This book features cool new modules
that will meet every Web site’s need, both
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commercial and personal. With DotNetNuke For
Dummies, you’ll get up to speed with this wonderful
online tool and create your own corner of the World
Wide Web!

Mathematics for JEE (Main & Advanced)
Volume 1 (Class XI) by Career Point, Kota
Describes the history of podcasting and suggestions
for how to get started in the industry.

Your Career: How To Make It Happen
Career Building Through Podcasting
John Fetzer’s "Career Management for Chemists"
provides ample, common-sense guidance on the key
topics such as: Resumés and CVs, Staying Driven &
Current, Personal Skills & Traits Networking,
Teamwork & Leadership, Speaking & Listening Writing
Research Papers, Mentoring, Behavior & Rewards The
practical coverage reflects not only his long
professional experience but also his insight that,
especially in today’s changing workplace,
expectations and strategies for career management
require constant re-evaluation. Provides real, commonsense, and proven means to enrich and make more
rewarding a technical career. Pre-publication
comments from colleagues - "Not only the student
who is taking his first steps in the scientific world
would profit abundantly by mining this book for views
and ideas on the different sides of his chosen career.
Page 5/24

Bookmark File PDF Your Career 2 0 A Survival
Guide For The Battered Career And Investor
Syndrome
Also the seasoned scientist will be stimulated to
scrutinize his own habits and pick up new thoughts,
thereby becoming a more skilled instructor of his
younger colleagues." J. Andersson, University of
Münster, Germany "As one of the international
collaborators of Dr. John Fetzer, I want to warmly
congratulate him. His efforts nicely summarize very
important topics for all who work in scientific
activities. But, at the same time, Career Management
for Chemists also provides some real insights for
many people who are not working in science. This is a
nice guidebook on how to enrich our lives and help us
to become more successful!! K. Jinno, Toyohashi
University of Technology

Active Directory For Dummies
This student text covers the four units needed for
assessment: preparing routine business documents;
working with colleagues and customers; preparing for
work in business organizations and following routine
office procedures.

A Farewell to Glory
How to Control Your Career for Life takes you through
the essential steps to help you find a new, better job.
The key is to know what you like doing, what you are
good at, and what you find satisfying. This book will
show how to determine where the jobs are and then,
how to market yourself effectively so that you get a
job interview. It also provides detailed advice on
having successful interviews. You have a new job,
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what do you do now? This book gives detailed
instructions about what to do the first week of a new
job; in addition, it shows specific ways to stay
employed in the same job. The last chapter tells how
to handle job changes with as little stress as possible.
In this ever-changing job market, this is an important
key to job survival! There is a very simple plan for
reaching your full potential in any job. The following
points are covered in this book: Identify your skills
Four job search techniques Four ways to apply for a
job Considering self-employment Writing effective
resumes Successful interview practices On-the-job
skills Five ways to move ahead in your company How
to change jobs

Objective Advanced Workbook Without
Answers with Audio CD
Career Management for Chemists
Long described by users as the most complete,
motivating, and logical career-planning book on the
market, the Fifth Edition of TAKING CHARGE OF YOUR
CAREER DIRECTION continues to provide a
straightforward introduction to the concepts of career
choices and the importance of planning. It
emphasizes the importance of self-exploration by
empowering readers to look at themselves, their
strengths and weaknesses, and their background and
values, and then realistically evaluate the various
opportunities in the world of work.
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Make It Work
Why look into annuities? If you’re a Baby Boomer with
little or no pension and most of your money in lowinterest savings accounts, an annuity may be the key
to a secure and comfortable retirement. How can you
find out whether an annuity is right for you? Read
Annuities For Dummies, 3rd Edition. This completely
revised and updated, plain-English guide is packed
with the latest information on choosing the best
annuity for your retirement needs. You’ll find out
exactly what annuities are, whether they’re the right
financial vehicle for you, and which of the many
annuity options might have your name on it. You’ll
learn the ins and outs of using annuities to fund your
retirement years, figure out whether to stress
investments with insurance or insurance with
investments, and find out how the right combination
of annuities can help you squeeze more income out of
your savings that any other financial tool. Discover
how to: Identify the main types of annuities Weigh the
pros and cons of annuities for yourself Minimize the
complexity and cost of your annuity investment
Figure out how much money to commit Avoid
common annuity pitfalls Create an income you can’t
outlive The time to start securing your financial future
is now. Annuities For Dummies, 3rd Edition, gives you
knowledge, insider tips, and expert advice you need
to make your money do its best for you.

Fast-Tracking Your Career
For the Type C, or creative, personalities who want
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their work to "fill" their deepest creative urges, this is
the frontline guide to making the transition from a
secure and soulless job to a life built around a
creative dream. Individuals learn how to follow the
mind's eye to construct a life that conforms to
personal vision, steal time to make creative dreams
come true, use as assets the resources around them,
and turn creative goals and objectives into an
effective life plan. • Introduces the catchy buzzword
"Type C" Allworth Press, an imprint of Skyhorse
Publishing, publishes a broad range of books on the
visual and performing arts, with emphasis on the
business of art. Our titles cover subjects such as
graphic design, theater, branding, fine art,
photography, interior design, writing, acting, film, how
to start careers, business and legal forms, business
practices, and more. While we don't aspire to publish
a New York Times bestseller or a national bestseller,
we are deeply committed to quality books that help
creative professionals succeed and thrive. We often
publish in areas overlooked by other publishers and
welcome the author whose expertise can help our
audience of readers.

Planning Your Career in Alternative
Medicine
Jump Start Your Career
Business Skills For Dummies Two eBook
Bundle: Business Etiquette For Dummies
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and Successful Time Management For
Dummies
Do you long for the country life? Hobby Farming For
Dummies is a practical guide that will show you how
to handle all the basics of small-scale farming, from
growing healthy crops to raising livestock and
managing your property. You'll see how to decide
what to farm, provide shelter and utilities, select
plants, and protect your investment. It's all you need
to dig in and start growing! You’ll get a real idea of
what it really means to jump from your current
lifestyle to a life farming in the countryside. You’ll get
the information you need to decide if the farming
lifestyle is right for you and your personality. You’ll
learn everything you need to know about property
and how to access a power supply. You’ll get practical
advice on which animals would work best for your
farm and you’ll learn how to acquire them and what
you need to know about caring for them properly.
You’ll get help with all of the major decisions like
whether you’re better off with subsistence farming or
a more ambitious project. Find out how to: Make from
change to a farm lifestyle Get along with your
neighbors Find and buy rural properties Select and
maintain equipment Raise and care for animals Use
and preserve food items Avoid common farming
pitfalls Choose plans for your farm Complete with lists
of the ten unique opportunities for fun and the top ten
misconceptions about farm living, Hobby Farming For
Dummies will help you discover how you can live the
simple life.
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21st Century Leadership and
Management Techniques for State DOTs
Digital Job Hunting 2. 0
As the global information economy grows, librarians
who are able to retool and transfer their skills are
finding themselves increasingly in demand. Here,
Rachel Singer Gordon explains the dynamics of the
shifting market for information-based work, reveals a
range of nontraditional employment opportunities for
librarians, and encourages info pros to utilize their
skills in new and exciting ways. Mixing practical
advice with real-life stories of librarians working in
various fields, Gordon provides a wealth of useful
ideas and resources for info pros rethinking their
career paths. Whether youre a recent library school
grad facing a tight job market, a working librarian
seeking improved work/life balance, or an info pro
with an entrepreneurial streak, Whats the Alternative?
will help you explore your options and maximize your
career potential.

Harvard Business Review on Advancing
Your Career
Want to know the best ways to care for your horse?
Horse Health and Nutrition For Dummies gives you upto-the-minute guidance on keeping horses healthy at
all stages of life. It provides the latest information on
equine nutrition and healthcare, explaining how your
horse’s body functions and how to keep it in good
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working order. Packed with practical advice on equine
first aid and alternative therapies, this completely
practical, plain-English guide explains exactly what to
feed your four-legged “hayburner” and how much.
You’ll find out what kind of preventive care is vital to
keeping your horse in good physical shape and how to
recognize signs of illness when things go wrong. You’ll
get the low-down on the diseases and conditions most
likely to plague the domestic horse and find help in
deciding whether to treat problems yourself or call
the vet. Discover how to: Manage your horse’s diet
House your horse safely and comfortably Tend to the
daily details of horse care Examine coat, eyes, hooves
and manure Identify, control, and prevent equine
diseases Understand links between horse behavior
and health Practice good horse nutrition Grow your
own horse food Cover horse-health-care costs Breed
your horse Care for pregnant mares and newborns A
healthy horse is a happy horse. Keep your horse fit
with a little help from Horse Health and Nutrition For
Dummies, and you’ll be happy too!

Screenwriting For Dummies
The Nautical Magazine and Naval
Chronicle
Even in a bad economy, companies have job openings
they can't fill. Considering the millions of people who
are out of work or unhappily employed, how can that
be?What are job seekers doing to turn off employers?
And what is it that employers want but aren't finding?
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Leading career expert and syndicated columnist
Andrea Kay asked employers one simple question:
why didn't you hire the last ten people you
interviewed? What it came down to, every time,
wasn't a matter of skills or experience, but how
applicants seemed based on what they said or did.
From lack of preparation, to pushiness, to a subtly
defensive attitude, it's the simple behaviors
prospective employees exhibit before, during, and
after interviews that stand between them and job
offers. Based on candid insights from real-life
employers, and featuring a foreword by Richard
Nelson Bolles, bestselling author of What Color Is Your
Parachute?, this book helps job hunters take control
of how they come across to the people in charge of
hiring. From "20 Things You Should Never Do" to a
"Would You Hire You?" test, This Is How to Get Your
Next Job helps readers show hiring managers who
they are and why they're the perfect fit for the job
they seek.

Horse Health and Nutrition For Dummies
World-renowned authors present a revolutionary new
idea: What if people viewed impulsivity, distractibility,
and hyperactivity as personality traits instead of
symptoms? Furthermore, what if those traits could be
valued and harnessed for the creativity and
entrepreneurial spirit they tend to breed?

Hobby Farming For Dummies
If you need the best practices and ideas for achieving
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career growth and fulfillment--but don't have time to
find them--this book is for you. Here are 9 inspiring
and useful perspectives, all in one place. This
collection of HBR articles will help you: - Break out of
a career rut - Earn a spot on your company's highpotential list - Find out what's really holding you back
- Get the kind of mentoring that leads to a promotion Groom yourself for an external move - Turn the job
you have into the job you want - Crack the code of Csuite entry - Take control of your career after being
fired

The 100 Greatest Ideas for Building Your
Career
The burgeoning popularity of alternative medicine has
created a growing need for professionally trained
practitioners. This indispensable guide for prospective
students is packed with resources, schools, and other
educational opportunities in areas from Chinese
medicine and massage therapy to chiropractic and
applied kinesiology.

Building Your Career
This final report presents the results of the literature
review and three surveys, describes the design,
methodologies, and outcomes of the pilot workshop,
offers recommendations based on the survey
research and workshop outcomes for supporting and
accelerating leadership development for
transportation CEOs, and presents a guide designed
to assist new CEOs in determining how to perform
Page 14/24

Bookmark File PDF Your Career 2 0 A Survival
Guide For The Battered Career And Investor
Syndrome
their role effectively.
The Musical World
Fast-Tracking Your Career provides engineers and IT
professionals with a complete set of soft skills they
can use to become more effective on the job and gain
recognition from management and colleagues. The 11
core skills covered here are accompanied by more
than 40 detailed guidelines on how to master those
skills. The book offers first-rate advice on how to go
about acquiring communication skills, people skills,
presentation skills, time management skills, and
others. Specific examples about current situations are
discussed, exploring the impact of the Facebook
phenomenon and the subprime mortgage crisis. Visit
the author's website for more information:
www.FastTrackingCareers.com

Real Functions of Several Variables Plane Int
An updated and revised edition of the Objective CAE
course, which prepares students for Cambridge
English: Advanced, also known as Certificate in
Advanced English (CAE). The Workbook provides the
extra practice and consolidation of language and skills
required at this level. The Audio CD provides extra
listening practice.

The Encyclopedia of Careers and
Vocational Guidance: Planning your
career
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Write a great script and get it into the hands of the
Hollywood players! So you want to be a screenwriter?
Whether you want to write a feature film or a TV
script or adapt your favorite book, this friendly guide
gives you expert advice in everything from creating
your story and developing memorable characters to
formatting your script and selling it to the studios. You
get savvy industry tips and strategies for getting your
screenplay noticed! The screenwriting process from A
to Z -- from developing a concept and thinking
visually to plotline, conflicts, pacing, and the
conclusion Craft living, breathing characters -- from
creating the backstory to letting your characters
speak to balancing dialogue with action Turn your
story into a script -- from developing an outline and
getting over writer's block to formatting your
screenplay and handling rewrites Prepare for
Hollywood -- from understanding the players and
setting your expectations to polishing your copy and
protecting your work Sell your script to the industry -from preparing your pitch and finding an agent to
meeting with executives and making a deal Open the
book and find: The latest on the biz, from
entertainment blogs to top agents to box office jargon
New story examples from recently released films Tips
on character development, a story's time clock,
dramatic structure, and dialogue New details on
developing the nontraditional screenplay -- from
musicals to animation to high dramatic style
Expanded information on adaptation and
collaboration, with examples from successful
screenwriting duos
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Black Enterprise
Two complete eBooks for one low price! Created and
compiled by the publisher, this business skills bundle
brings together two important titles in one, e-only
bundle. With this special bundle, you’ll get the
complete text of the following two titles: Business
Etiquette For Dummies, 2nd Edition Make no mistake,
etiquette is as important in business as it is in
everyday life and it is a lot more complicated. From
email and phone communications to personal
interviews to adapting to corporate and international
cultural differences, Business Etiquette For Dummies,
2nd Edition, keeps you on your best behavior in any
business situation. This friendly, authoritative guide
shows you how to develop good etiquette on the job
and navigate today’s diverse and complex business
environment with great success. You’ll get savvy tips
for dressing the part, making polite conversation,
minding your manners at meetings and meals,
behaving at off-site events, handling ethical
dilemmas, and conducting international business.
You’ll find out how to behave gracefully during tense
negotiations, improve your communication skills, and
overcome all sorts of work-related challenges. Along
the way, you’ll discover how to: make a great first
impression, meet and greet with ease, be a good
company representative, practice proper online
etiquette, adapt to the changing rules of etiquette,
deal with difficult personalities without losing your
cool, become a well-mannered traveler, develop good
relationships with your peers, staff, and superiors,
give compliments and offer criticism, and respect
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physical, racial, ethnic, and gender differences at
work . You’ll also learn the difference between casual
Friday and sloppy Saturday as well as cubicle
courtesy. Successful Time Management For Dummies
Do you need help with time management? Need to
better manage your time at work or at home? Feel
like there are never enough hours in the day?
Successful Time Management For Dummies delivers
practical solutions for getting organized, working
better and faster, reducing stress, and getting rid of
time-wasting distractions. You’ll find out how to
eliminate late nights at the office and spend more
time with your family, friends, or even just yourself!
This authoritative, plain-English guide shows you how
to set yourself up for success, overcome common
time management obstacles, and focus your efforts
on your most important tasks and objectives. It
explains how to determine the value of your time,
provides fantastic tips on streamlining your
workspace to speed up the flow, and even helps you
minimize or eliminate interruptions from your
workday. You’ll discover how to assess your strengths
and weaknesses and establish goals. Additionally,
you’ll receive tips on how to create a routine and
make the most of time-saving technology. About the
Authors Sue Fox is the author of Etiquette For
Dummies, 2nd Edition, and a professional member of
the International Association of Protocol Consultants
(IAPC) in Washington, D.C. Dirk Zeller is the author of
Successful Time Management For Dummies. He is a
top time manager and sales performer as well as the
author of Success as a Real Estate Agent For
Dummies and Telephone Sales For Dummies. For the
past decade, he has taught success, sales, and time
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management strategies and coached executives,
managers, and salespeople. Zeller is one of the most
sought-after speakers in time management.

Career Management Tools for the
Executive Female
Packed with innovative resources readers can use
now and throughout their careers, best-selling YOUR
CAREER: HOW TO MAKE IT HAPPEN, 8e delivers a
comprehensive, step-by-step guide to finding and
keeping a job. Both empowering and encouraging, the
book effectively breaks the daunting prospect of
marketing oneself to prospective employers into a
manageable process. Each chapter provides practical
advice and actions that readers can apply to their
own situation and goals. Guided activities for each
part of the process help students build a strong
foundation for current and future job searches,
teaching them how to stand out from the crowd and
be a strong candidate for jobs in a career field for
which they are well suited and will enjoy. Ideal for a
course on Professional/Career Development, Job
Search, Resume Writing, and Interviewing, YOUR
CAREER, 8e offers thorough coverage of career selfassessment, employer research, job
search/interviewing, self-marketing, and career
building strategies. The text also contains extensive
instructions and examples of market-driven
electronic, traditional, and Web resumes and cover
letters. Important Notice: Media content referenced
within the product description or the product text may
not be available in the ebook version.
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Moving Ahead in Your Career
Managing Your Career
A text no undergraduate should be without, this
practical self-help guide shows how to get a career
going on the right track, stressing the need for
systematic planning and presenting students with an
effective model for planning and decision making.
Built around a framework of valuable exercises and
models, it offers thorough "sum-it-all-up" worksheets
which pull together personal, family/social, and career
traits, preferences and conditions, and even moves
beyond the job search to discuss ethics and
effectiveness in the workplace.

This Is How to Get Your Next Job
How to Control Your Career for Life
Now, Discover the Success Secrets of the World's Top
Professionals Are you lost and looking for the right
career or trying for that "lucky break"? Now, you can
gain invaluable advice from top professionals such as,
Donald Trump, Mario Batali, Dr. Patch Adams, Richard
Simmons, John C. Bogle, Rex Reed, Jim Davis, Jeff
Foxworthy, Danny Gans, William Claxton, Peter Bart,
Dr. Robert Ballard, Cirque du Soleil CEO Daniel
Lamarre and many more. Let the successful
contributors in Now, Launch Your Career help guide
you to rewarding, interesting and fulfilling careers.
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Based on the survey techniques developed by Paul
Carpino, M.A., career counselor to thousands of
college students, Now, Launch Your Career offers
personal insight in how to choose and embark on the
road to career satisfaction. Now, you'll learn: What
the world's top professionals like, enjoy, value and
love about their job/career. What the world's top
professionals dislike, resent or like least about their
job/career. How the world's top professionals decided
on, found or launched their job/career. Few
achievements can give you the same satisfaction as a
rewarding, successful, interesting and fulfilling career.
With the personal advice letters in Now, Launch Your
Career you can attain one of your greatest goals.

Annuities For Dummies
How to Escape Lifetime Security and
Pursue Your Impossible Dream
It began in November 1896 when football was still in
its infancy. About 500 people turned out on a soggy
field in Worcester, Massachusetts to watch Holy Cross
battler Boston College. That game initiated one of the
great rivalries in football history. Itinvolved some of
the most famous players and coaches to ever step on
a football field. In its 91 years, the rivalry spawned
controversy, contention, fierce competitiveness,
elation, gloom, and great moments. It was also linked
to heart-breaking tragedy. In the end, the rivalry of
the two Jesuit colleges, Boston college and Holy Cross,
would prove to be a microcosm of intercollegiate
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sports.
Spark Your Career in Advertising
Yes, you can do what you love in your current
organization! Learn how to stay where you are and do
what energizes and engages you with this
sophisticated yet profoundly practical guide to career
fulfillment. Make It Work delivers expert advice and
dozens of smart, easy-to-use tools to help you
discover your passions, choose a direction, practice
new skills, and do what you love to do-every day.

Now, Launch Your Career
Mathematics for JEE (Main & Advanced) Volume 1
(Class XI) has been designed in keeping with the
needs and expectations of students appearing for JEE
Main. Its coherent presentation and compatibility with
the latest prescribed syllabus and pattern of JEE (as
per the latest NTA notification) will prove extremely
useful to JEE aspirants. Questions in this book are
handpicked by experienced faculty members of
Career Point to enhance the following skills of the
students – 1. Understanding of concepts and their
application to the grass-root level. 2. Improving their
scoring ability & accuracy by providing an opportunity
to practice a variety of questions. Features of Book
are:- · 2500+ Questions with explanatory Solutions ·
Chapters according to NCERT · All Types of MCQs
based on latest pattern · Previous Year Questions
since 2005 · 3 Mock Tests for Final Touch
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ADHD 2. 0
Identifies eight common reasons for career failure,
explaining how to identify dominant skills, use them
in new ways, and effectively adapt to changing
business trends and competitive challenges

Skyways for Business
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