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			PREFACE TO THE REVISED PAPERBACK EDITION

			WRITING The 100 Best Business Books of All Time was the culmination of my twenty-five years of reading, reviewing, and recommending business books. It thrills me that the book has continued to sell consistently and has been reprinted in ten languages. Of course, over the past years, we’ve gotten some pointed questions and concerns about our choices, which we expected when we placed this stake in the ground, and the business book world has changed quite a bit in the intervening years. But I am happy to say that as we updated the material for this paperback, I am still excited by every book, every nugget of information we’ve included here.

			Since publishing The 100 Best, it would be an understatement to say that a lot has changed in the world. Economically, we have survived a worldwide financial tsunami and continue to struggle amid its aftermath. Globally, we have watched as countries were smashed by real tsunamis and other environmental disasters. On a smaller scale, the publishing industry has faced the wave of e-books and e-readers as its “tipping point” (read Malcolm Gladwell, here) has clearly been reached. The digital book will continue to radically change the way people get information and will continue to mold the look of the publishing industry in the future. Our small company has felt the impact of these swells. We have reacted to these changing times by staying lean and differentiating ourselves through our customer service and ability to customize. In order to adapt, we’ve applied many lessons learned from the books recommended here.

			The trends in business books are also shaped by the economy, by necessity, by the demands of busy readers who can download business information immediately. Over the past few years, the number of big-thinking, investigative books about the economy has soared. Books encouraging entrepreneurs to venture out independently and create something new (as Todd has done, leaving the company in 2009) are incredibly popular. Social media books now come in every flavor. While we still believe The 100 Best is a definitive list, among these recent trends, there have been many worthy and meritorious books published. We created the 800-CEO-READ Business Book of the Year award to celebrate them.

			In this newest revised paperback edition, you may note one particular difference in authorship. As I have been retired for two years now, the burden of writing and updating this book fell to Todd and 800-CEO-READ’s general manager, Sally Haldorson, who had a significant role in shaping this book. They have updated the list with some new selections. Almost ten years have passed since we formulated the original list for The 100 Best, and there were ample new titles to consider. We chose five books that we felt deserved inclusion and improved the quality of this resource. The Gifts of Imperfection by Brené Brown adds heart. Lean In by Sheryl Sandberg adds courage. Eric Ries’s The Lean Startup shows that entrepreneurship has become a management practice. Andrew Ross Sorkin’s Too Big to Fail provides the closest thing we have to an oral history of the economic collapse of 2008. And finally, Daniel Kahneman’s Thinking, Fast and Slow deftly illuminates decision-making. These new books sit alongside a collection of works that will make any businessperson better at what they do.

			Thank you for reading,

			Jack Covert, Founder and former President of 800-CEO-READ

		

	
		
			INTRODUCTION

			11,000. That was the number of business books published in the United States in 2007. Placed one on top of another, the stack would stand as tall as a ninety-story building. And the 880 million words in that ninety-story pile would take six and a half years to read. Locked somewhere in this tower of paper is the solution to your current business problem.

			In fact, a book publisher recently shared research with us that showed the number one reason people buy business books is to find solutions to problems. Sitting at the educational crossroads of “I know nothing about this” and “Let’s hire a consultant,” good business books contain a high-value proposition for thirty dollars and two hours of your attention.

			But it is more than that. Business books can change you, if you let them. The Lexus and the Olive Tree will lead you to a paradigm shift from local to global. Now, Discover Your Strengths quizzes you, then encourages an exploration of your talents, not your weaknesses. And Moneyball shows that any industry is ripe for reinvention.

			It is difficult to find those gems, though. The endless stream of new books requires a filter to help discern the good and the better from the absolute best. The solution to that problem is this book, The 100 Best Business Books of All Time.

			Recommending the best in business books is in our company’s DNA. In the early days of 800-CEO-READ, Jack manually compiled a new acquisitions list every week to keep customers informed of the latest releases. This weekly list evolved into a set of monthly reviews called “Jack Covert Selects” and, since his retirement, has continued as “Editor’s Choice.” When Todd joined the company in 2004, the recommendations were further expanded to include the monthly publication of essays on ChangeThis (changethis.com), and the current iterations include a multichannel editorial site, In the Books, and the annual 800-CEO-Read Business Book Awards, which highlight the best of the year in business books.

			After sifting through “the new and the now” of business books for a quarter-century, we decided it was time to bring together the books that are most deserving of your attention.

			OF ALL TIME?

			Our choices for the one hundred best business books of all time will certainly find detractors. So early on we want to make clear our criteria for selecting these books. First, the most important criterion was the quality of the idea. Recognizing that judgment of quality is subjective, we found the only route to choosing the best was to ask of each book the same set of questions: Is the author making a good argument? Is there something new to what he or she is presenting? Does the idea align or contradict with what we intrinsically know about business? Can we use this idea to make our business better? After asking these questions of thousands of books, we found ample candidates. However, a good idea was not the only consideration in selecting the 100 Best.

			The second factor in choosing these books was the applicability of the idea for someone working in business today. We dismissed and, in this newest version, subsequently replaced, books that described dated theories that have since been replaced or those containing anecdotes for success about companies that no longer exist. For example, Frederick Taylor’s turn-of-the-century view that laborers were merely replaceable cogs in some organizational machine has been largely replaced by a more humanistic view that individuals bring the diversity of their strengths to the work they do. The selections in our book represent a more contemporary (and thus, more applicable) point of view and in this way diverge from other “best of” lists.

			Finally, the books needed to be accessible. A good idea is indecipherable when conveyed using cryptic language, and worthwhile messages get lost when surrounded by pointless filler. For all the love we have for Adam Smith, we didn’t select The Wealth of Nations and its nine hundred-plus pages because of the sheer magnitude of the undertaking. We suggest Geoffrey Moore’s Crossing the Chasm as a more accessible substitute for Everett Rogers’s Diffusion of Innovations. In this sense, we champion the reader’s need for clear access to whatever idea the author is selling.

			HOW TO USE THE BOOK

			This book contains twelve sections, organized by category. We start with the most important subject of all: you. Then, leadership, strategy, and sales and marketing follow. We include a short section on rules and scorekeeping, after which you’ll find sections devoted to management, biographies, and entrepreneurship. We close with narratives and books on innovation and creativity and big ideas.

			In the reviews themselves, we aimed to stay true to the promise of our subtitle, “What They Say, Why They Matter, and How They Can Help You.” This was an ambitious task in the 500 to 1,000 words we allotted for each book, but the effort resulted in reviews that are an amalgamation of a summary of the book, our own stories, the context for the ideas presented by the authors, and our take on how the book might best be used. Since we divided the task of reviewing the books, we’ve identified the reviewer (Jack, Todd, or Sally) at the beginning of each entry.

			We were as careful with the design of this book as we were with the selection of the books included. We drew on a wide variety of inspirations to create the layout that makes it something different. The browse-friendly style of magazines inspired our use of highlighted quotes, large headings, and rich illustrations. We mimicked the Choose Your Own Adventure children’s book series by giving readers the opportunity to choose their own path through the listings. And finally, scattered throughout The 100 Best are sidebars that stand independent from the reviews, taking the reader beyond business books, suggesting movies, novels, and even children’s books that offer equally relevant insights.

			We truly hope you enjoy the book and use it to find solutions to your business problems. We’d love to hear whether you agree or disagree with our choices, and of any successes that resulted from reading one of the recommended books. Jack is available at jack@800ceoread.com, Todd is at Todd.Sattersten@gmail.com, and Sally is at sally@800ceoread.com. You can also find more material online at 100bestbiz.com.

			

		

	
		
			
			YOU Yes, you! How about spending some time on you for once?

			You have things to do.

			You have some habits to break and some new ones to form.

			You have a life you want to live.

			You need to start by reading this chapter.

			

		

	
		
			Flow

			MIHALY CSIKSZENTMIHALYI

			Reviewed by Jack
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			The pursuit of happiness has been contemplated by many thinkers over the ages, from Aristotle to Thomas Jefferson to Viktor Frankl, and the conversation continues today. No matter how much society has evolved in physical comforts or cultural achievements, happiness remains elusive. We talk about it, we write books about it, and yet we barely recognize it.

			But we have all experienced it. Happiness comes in those moments of effortless concentration when minutes, even hours, seem to pass without so much as a glance at the clock. It’s the point guard unconsciously dropping three-pointers in the big game. It’s the writer sitting at her keyboard while the story writes itself. In those moments, we have experienced what Mihaly Csikszentmihalyi calls flow, when we are totally focused and completely un-self-conscious. This achievement of flow captures that longed-for state of happiness.

			These moments appear to us as fleeting and unpredictable, though Csikszentmihalyi’s research shows otherwise. Certain pursuits and activities lend themselves to reaching a state of flow. Csikszentmihalyi describes the common characteristics of these activities as including “a sense that one’s skills are adequate to cope with the challenges at hand, in a goal-directed, rule-bound action system that provides clear clues as to how well one is performing.” Games, in the broadest sense of the word, contain those elements. Rules provide boundaries. Practice builds skills. And scoring systems offer immediate feedback on your performance.

			If jobs were constructed like games, Csikszentmihalyi posits, flow would be reached more often at work. He offers surgeons as an example of workers who reliably achieve flow. A surgeon’s goal is clear: fix what is broken. The feedback is immediate and continual: check heartbeat monitor. The intense challenge is recurring, though no surgery is the same. The operating room itself is designed to block out distractions. And because the risk is so great, a surgeon is in a state of concentration “so intense that there is no attention left over to think about anything irrelevant, or to worry about problems. Self-consciousness disappears, and the sense of time becomes distorted.” All of these features create an emotional rush for a surgeon. The only time a surgeon loses that level of engagement is when he or she gets into a position of rote repetition and the game becomes predictable.

			Flow is “the state in which people are so involved in an activity that nothing else seems to matter; the experience itself is so enjoyable that people will do it even at great cost, for the sheer sake of doing it.”

			The premise of this book is based on an experience we have all had: those precious moments when time flies and we find we have accomplished a great deal. I have included Flow here at the beginning of this section as a starting point, a broad discussion about our mental approach to accomplishing tasks. But the significance of these optimal experiences extends beyond productivity and lies in their ability to provide us with periods of happiness. I know the feeling of flow, the kind of high it gives, and as with all good things, I want to learn how to tap into that feeling more often. There seems to be no more worthwhile endeavor. JC

			Flow: The Psychology of Optimal Experience, Harper Perennial, Paperback 1991, ISBN 9780060920432

			WHERE TO NEXT? [image: ] Here for the art of possibility  [image: ] Here for the art of leadership  [image: ] Here for the art of self-awareness | EVEN MORE: Man’s Search for Meaning by Viktor E. Frankl; The Pursuit of Happiness by David G. Myers; Group Genius by Keith Sawyer

		

	
		
			Getting Things Done

			DAVID ALLEN

			Reviewed by Todd
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			Most efforts to get organized fail. Even given one’s diligent use of a FranklinCovey planner or PDA, tasks change hourly based on priorities of the corporate moment. Calendars capture but a fraction of our total responsibilities, and simple to-do lists prove, as author David Allen puts it, “inadequate to deal with the volume and variable nature of the average professional’s workload.”

			In Getting Things Done, Allen suggests productivity comes from a quiet state of mental being. Distractions easily disrupt conscious thought. Poorly defined to-do’s force the brain into repeating loops of infinite alternatives. Getting Things Done shifts the focus from the commonly defined problems of time, information, and priorities, to action with a capital A. By defining and managing actions, ambiguous tasks are turned into clear next steps. And once those actions are captured using a reliable system, the mental noise clears, allowing space for more substantive thought.

			 “The big problem is that your mind keeps reminding you of things when you can’t do anything about them.”

			
					THE FIVE STAGES OF MANAGING WORKFLOW

					
					We . . .

					
						collect things that command our attention

						process what they mean and what to do about them

						organize the results

						review as options for what we choose to . . .

						do

					

				

			Allen introduces a “workflow method” made up of five distinct stages. Everything that commands attention—unread e-mails, a pile of magazines, the never-ending list of household projects—is collected and processed, and decisions are made about subsequent actions. The results are organized into lists, calendars, or projects. The overall flow is reviewed weekly, allowing a wide-angle view of the progress. The final step is doing: writing the e-mail, returning the call, buying the groceries. As Allen says, despite most people’s declaration that there is just not enough time in the day, time is not the issue; clarifying the actions needed is where people fall down.

			The modularity of Allen’s system makes it attractive to all people looking to be more productive. While the highest possible Getting Things Done mind-set is achieved with devotion to all five interlocking steps, adopting a single discipline or stand-alone technique can bring measurable benefit. For example, Allen suggests using a tickler folder to hold items that can be dealt with at a later date. I recently took his advice and started an electronic tickler folder (as opposed to the physical folder system he recommends), and I’m happy to report that the simple benefit of a reliable system for follow-up calls and forthcoming business books clears a perceivable portion of my personal RAM.

			To say Getting Things Done has a following would be an understatement. Programmers and technology enthusiasts were early adopters, attracted to its simple but methodical approach to eliminating mental clutter. These same individuals tested and experimented with the most effective use of software, often writing their own code to create a solution that best fit their unique needs. Several dozen stand-alone applications have been brought to market, as well as supplements for industry standards like Microsoft Outlook. New Getting Things Done converts can do a simple Google search to discover forums, blog posts, and vendors of all sizes to help with their organizational metamorphoses.

			High-level athletes train for years to perfect the smallest aspects of their performance. Allen is suggesting the same in Getting Things Done. Mental loose ends and overflowing in-boxes sap our ability to perform. By implementing processes and focusing on action, businesspeople share with athletes the same benefits of a clear mind and forward momentum. TS

			Getting Things Done: The Art of Stress-Free Productivity, Penguin Books, Paperback 2001, ISBN 9780142000281

			WHERE TO NEXT? [image: ] Here for personal effectiveness  [image: ] Here for early effectiveness  [image: ] Here for organizational effectiveness | EVEN MORE: Ready for Anything by David Allen; Mind Hacks by Tom Stafford and Matt Webb; Lifehacker by Gina Trapani

			

		

	
		
			 The Effective Executive

			PETER F. DRUCKER

			Reviewed by Todd
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			Peter Drucker’s theories and arguments always start at the most basic level, assuming little or no previous knowledge of a topic on the part of the reader. The premise of The Effective Executive is no different. Drucker starts by asking: if the ultimate measurement of manual labor is efficiency, what is the corollary measurement for knowledge workers? Drucker argues that rather than doing things right, knowledge workers must strive for effectiveness by doing the right things. This powerful insight into how individuals need to work led to this book’s inclusion in The 100 Best.

			“Nothing else, perhaps, distinguishes effective executives as much as their tender loving care of time,” Drucker begins. In his classic style of driving to the core of an issue, Drucker quotes studies that show how humans have a poor perception of time and are worse at remembering how they spend their time. Because the typical executive is at the mercy of those he serves, the issue of time becomes more acute. Drucker suggests keeping a log, and if more than one-half of an executive’s time is being dictated by others, it is time to wrestle back control. Three common time sponges that need to be considered include: doing things that don’t need to be done, doing things that could be better done by others, and doing things that require others to do unnecessary things.

			Effective executives use the strengths of individuals in an organization. Drucker talks about the importance of strengths in this book, almost thirty-five years before Gallup’s popular theory was discussed in Now, Discover Your Strengths. In leveraging extraordinary strengths, however, you must also put up with weaknesses. Drucker has no qualms about hiring the prima donnas and geniuses, saying any managerial discomfort is simply a part of the deal. Contribution is the only measurement of success that matters.

			To that point, Drucker spends a whole chapter on contribution, asserting that this type of measurement provides focus for the effective executive. At the organizational level, an eye on contribution shifts attention from downward and inward to upward and outward, toward clients, customers, and constituents. “To ask, ‘What can I contribute?’ is to look at the unused potential in the job,” Drucker writes. He believes that communication, teamwork, self-improvement, and development of others all become natural extensions of contribution.

			Contribution itself comes only with concentration. Drucker felt this was the one true secret to effectiveness, and his statement, “Effective executives do first things first and they do one thing at a time,” foreshadows the rise of David Allen’s Getting Things Done philosophy. With a focus on singular activity, executives ask important questions about abandoning often benign initiatives and programs, especially ones that have never met expectations. Leaving the past is central to progress. The very nature of an executive’s job is to make decisions about committing resources to the possibilities of tomorrow.

			 “Effectiveness is, after all, not a ‘subject,’ but a self-discipline.”

			Decision making is Drucker’s final practice of effectiveness. Effective executives solve problems once. They look at problems as generic to begin with, and try to solve them with rules that will be simple and easy to follow for everyone, not just those involved in the current issue. Decision makers also understand that doing nothing is an acceptable option as well. Effective executives know that a decision is not complete until it is put into action. Simple solutions that everyone in the organization can understand improve the likelihood of their adoption. We hear echoes of Bossidy and Charan’s Execution here as Drucker emphasizes the idea that a decision is merely intent if it is not a part of someone’s responsibilities.

			Time. Strengths. Contribution. Concentration. Decision making. Each of these subjects has been covered in myriad works since Drucker first addressed them in The Effective Executive, but his book stands alone as an indispensable handbook for the leader, covering the topics at just the right level of detail and from just the right perspective to enable action. The book can serve as both a starting point for the novice and a firm reminder for the experienced that our labor is not about doing things, but rather doing the right things. TS

			The Effective Executive: The Definitive Guide to Getting the Right Things Done, HarperCollins, Paperback 2006, ISBN 9780060833459

			WHERE TO NEXT? [image: ] Here for building strengths  [image: ] Here for narrowing your focus  [image: ] Here for turning decisions into actions | EVEN MORE: Managing for Results by Peter F. Drucker; “What Makes an Effective Executive” by Peter F. Drucker, Harvard Business Review in June 2004 (also included as the introduction to the 2006 edition of The Effective Executive)

		

	
		
			The Gifts of Imperfection

			BRENÉ BROWN

			Reviewed by Todd

			
				[image: ]
			

			Topics like shame, vulnerability, and perfectionism don’t come up often at staff meetings. They don’t appear much in performance reviews or sales calls or brainstorming sessions for the next big idea. Don’t let their absence denote a lack of importance, because these essential human experiences are being talked about in quiet lunchtime conversations away from the office and at home after the kids have gone to bed. Or maybe these topics are not being talked about at all because we don’t even know how to express these feelings, not because they are inconsequential. Luckily, Brené Brown has no such qualms, and in fact, has done more to reintroduce all business people to how our inner selves work to define our work selves.

			You may likely know Brené Brown and her work through her breakout TEDxHouston Talk she gave three months prior to the publication of this book or the follow-up success of more TED Talks, appearances in Oprah’s world of magazine and television, and the publication of two more well-received books. The Gifts of Imperfection is the book that first exposed her work to a broader audience.

			Brown’s research is based in social work and she originally focused her studies on trying to understand what creates connection in people’s lives. But for every request for stories of connection, she got a story about disconnection or a lack of belonging. As a result, for the next ten years Brown searched for the causes of this disconnect. Through interviews with over ten thousand people she believes she found the antidote, which she refers to as “wholehearted living.”

			 At 125 pages, Brown moves fast. Her approach is to touch on a dozen core ideas and augment them with a handful of supporting thoughts. The research she divined was so powerful and challenging that she took a year off to deal with the implications in her own life, a time she refers to as “the 2007 Breakdown Spiritual Awakening,” and so, her anecdotes are largely mined from the personal struggles she had dealing with shame.

			In her research, Brown uses a method called Grounded Theory, a qualitative process that lets the findings emerge from the collected data. In the stories she collected, Brown asked about love and found out that a sense of belonging was also present in tandem. She found other pairings: joy and gratitude, calm and stillness, intuition and faith, and power and hope. In each case, she found a quality of wholeheartedness and a condition that allowed it to flourish. Her advice is delivered in the form of ten guideposts, each one titled in a pair with an intention and its converse distraction. For example, “Cultivating Gratitude and Joy / Letting Go of Scarcity and Fear of the Dark” is the fourth guidepost. Other guideposts point to creativity, play, and meaningful work, all essential to bringing your best to your work.

			“Shame is the intensely painful feeling or experience of believing that we are flawed and therefore unworthy of love and belonging.”

			With little question, a book like The Gifts of Imperfection belongs in a modern collection of personal development titles. What might be harder to see is its inclusion in a compilation of business books. Concepts like faith, stillness, and gratitude still seem distant from the world of business. Hopefully, this inclusion closes that gap just a little. TS

			The Gifts of Imperfection: Let Go of Who You Think You’re Supposed to Be and Embrace Who You Are, Hazelden, Paperback 2010, 9781592858491

			WHERE TO NEXT? [image: ] Here for why the search for wholeheartedness should not be delayed [image: ] Here for why bringing our whole selves to work makes us better leaders [image: ] Here for the first time humanistic qualities were introduced to business | EVEN MORE: The Power of Now by Eckhart Tolle; Quiet by Susan Cain; The Happiness Project by Gretchen Rubin

		

	
		
			The 7 Habits of Highly Effective People

			STEPHEN R. COVEY

			Reviewed by Todd
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			The 7 Habits of Highly Effective People is the outcome of Stephen Covey’s doctoral research into personal development literature. He studied two hundred years’ worth of self-help, popular psychology, and self-improvement writings, and identified two distinct philosophies of self-improvement. The first is what we identify with principles found in the works of early-American visionaries like Benjamin Franklin: principles such as integrity, industry, humility, and simplicity. Covey calls this the “Character Ethic,” and it was the dominant philosophy in American success literature until the early twentieth century. But Covey found the literature changed significantly after World War I, with a shift in emphasis from quality of character to improvement of personality, behavior, and attitude: the Personality Ethic. He takes aim at books, though not by name, like How to Win Friends and Influence People, Think and Grow Rich, and The Power of Positive Thinking, saying at best these books focus on secondary traits and at worst teach deception using a quick-fix mentality.

			Covey divides the first six habits equally between habits of private victory and habits of public victory. The first private habit, “Be Proactive,” describes the freedom of choice one has between stimulus and response, between loss of a job and loss of self-worth. The initiative to learn a new skill is a simple incarnation of “Let’s look at the alternatives” versus “There’s nothing I can do.”

			“Management is efficiency in climbing the ladder of success; leadership determines whether the ladder is leaning against the right wall.”

				
					THE SEVEN HABITS

					
						Be Proactive

						Begin with the End in Mind

						Put First Things First

						Think Win/Win

						Seek First to Understand . . . Then to Be Understood

						Synergize

						Sharpen the Saw

					

				

			Then, his second habit, “Begin with the End in Mind,” encourages the use of imagination to envision a set of creative choices about the future, the same energies employed in leadership. Covey advocates the development of personal mission statements to codify the varying roles and responsibilities of home, work, and community. “Put First Things First” takes that newly defined identity derived from the mission statements and matches up tasks and priorities to ensure alignment. When Covey asked readers which habit was the most difficult to adopt, this management process ranked number one, and he wrote another book, First Things First, to further explore the challenges.


				

			“Self-mastery and self-discipline are the foundation of good relationships with others,” Covey writes, and then moves forward with his three public habits: “Think Win/Win,” “Seek First to Understand . . . Then to Be Understood,” and “Synergize.” All are based on relationships. “Think Win/Win” is interpersonal leadership that creates mutual benefits for all parties. The classic negotiation book Getting to Yes uses the same philosophy, calling for individuals to use an abundance mentality in their interactions and look past the confining paradigm of the zero-sum game.

			Being a good listener is a skill that is helpful in any relationship and sits at the core of “Seek First to Understand . . . Then to Be Understood.” When someone is speaking to us, our natural response is to listen autobiographically: agreeing or disagreeing, asking questions from our point of view, giving advice based on our own experiences, trying to figure out what is making someone feel the way they do based on how we would react. Covey spends much of the chapter on an extended example of a conversation between a disillusioned son and well-intentioned father. Covey replays the conversation a number of times showing how ineffective listening with our biases can be. When listening, the author writes, “rephrase the content and reflect the feeling.” Then he shows how the conversation completely changes. The second half of the discussion of this habit is about presenting ideas, and Covey returns to Aristotle’s rhetorical philosophy of ethos (character), pathos (emotion), and logos (logic).

			“Synergize” encapsulates the entire Seven Habits process. When people join together, the whole is greater than the sum of the parts, and greater insights and previously unseen results are achieved. Covey suggests synergy is the third alternative to “my way or the wrong way.” All relationships grow when trust and cooperation grow.

			The seventh habit, “Sharpen the Saw,” returns to the individual but “will renew the first six and will make you truly independent and capable of effective interdependence.” Covey believes we all have four dimensions that need continual renewal: the physical, the mental, the spiritual, and the social/emotional. He suggests spending an hour working on the first three every day. Find time for a cardiovascular workout. Read the classics. Keep a journal. Meditate or pray. It is only through recharging that we have the energies to succeed in the other aspects of our lives. TS

			The 7 Habits of Highly Effective People: Powerful Lessons in Personal Change, Free Press, Paperback 2004, ISBN 9780743269513

			WHERE TO NEXT? [image: ] Here for the philosophy Covey takes to task  [image: ] Here for more on empathic listening  [image: ] Here for keeping the end in mind | EVEN MORE: Man’s Search for Meaning by Viktor E. Frankl; First Things First by Stephen R. Covey; Eat That Frog! by Brian Tracy
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			“Hello, 800-CEO-READ. This is Meg. How can I help you?”

			“This is Jane Doe from Any Company. My order hasn’t arrived and I needed it today.”

			This is the call every service company hates to get. The customer didn’t get what they needed and now there is a relationship to fix. It is the same as being late for dinner when your spouse cooks your favorite dish: an expectation was not met and someone’s feelings are now hurt. Whether you are a customer service representative, a division president, or a loving spouse, a set of skills is needed to mend the emotional break and maximize the potential in every relationship.

			How to Win Friends & Influence People is often touted as the text for the hard-core personal development crowd. The title itself implies backslapping, sweaty handshakes, and always a friendly word for a new networking acquaintance. As a result, many readers react instinctively with skepticism to Carnegie’s message. Even Carnegie admits that after relating a story of complimenting a post office clerk on his fine head of hair, the listener asked him, “What did you want to get out of him?” Yet Carnegie refutes such a cynical interpretation and quotes psychologist Alfred Adler to convey the lens through which the book must be read: “It is the individual who is not interested in his fellow men who has the greatest difficulties in life and provides the greatest injury to others. It is from among such individuals that all human failures spring.”

			When complimenting the man at the post office, Carnegie was obeying what he believes to be the most important law of human contact: always make the other person feel important. “Please,” “Thank you,” and “Would you mind . . . ?” are simple extensions of the precept. “Make the other person feel important . . .” is the common wisdom, but how Carnegie ends the statement frames the whole book: “. . . and do it sincerely.”

			Carnegie divides the book into four main sections. In the first section, he explains the three main tenets of relating to people. Next, he takes six short chapters to describe how to make people like you. In the third section, he shows how to win people to your way of thinking with twelve principles. And in the final section, Carnegie takes on the topic of leadership, with headings like “Talk about Your Own Mistakes First” and “Give a Dog a Good Name.”

			“Always make the other person feel important.”

			Regardless of whether you are dealing with a missed shipment or a missed dinner date, Carnegie provides several tools to smooth the stormy waters. Start by using the person’s name and state how sorry you are for the misstep. Admit the mistake and let the crossed individual air his or her grievances. And—the final token of sincerity—say, “I don’t blame you one iota for feeling as you do. If I were you I would undoubtedly feel just as you do.”

			Over seventy years and fifteen million copies later, people are still reading How to Win Friends and Influence People because there are simple truths found throughout Carnegie’s book. Over time his principles have been criticized with claims that the anecdotes are too dated for the new century, but, truly, the book delivers the ever-needed reminder that all we have are the relationships with those around us, and there is always a better way to manage those relationships. TS

			How to Win Friends and Influence People, Pocket Books, Paperback Special Anniversary Edition 1998, ISBN 9780671027032
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			Swim with the Sharks Without Being Eaten Alive

			HARVEY B. MACKAY
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			Harvey Mackay has always been a “can-do” guy. After college, Mackay took an entry-level job at a local envelope company and worked up into sales. Three years later, he bought a different small envelope company and turned it into a $100 million business. He now is a best-selling business book author who has sold over four million copies in thirty-five languages of this debut book. But his reach stretches past the sphere of his own personal accomplishments. He helped organize a campaign to keep the Minnesota Twins baseball team in Minneapolis, raised the money needed to build the Metrodome there, and has also raised money for cancer research for the University of Minnesota. There is much about Harvey Mackay to be inspired by, including this classic motivational book about how to handle yourself in business situations, surviving and thriving amid the “sharks” who are out to eat your lunch.

			The original edition of this book was published in 1988, but the 2005 paperback has an “author’s note” in which Mackay talks about the changes that have taken place between these publications. In the updated version, he has added material on how to apply technology to save time and reach out to others more efficiently. The new material is proof positive that, like Mackay claims, “sharks change,” and staying up to date with all the assets that are available is key to your continued success. But the real meat in this book is the everlasting original content.

			Swim with the Sharks is divided into four sections: sales, management, negotiations, and a final section called “Quickies.” With almost 90 chapters in this 250-page book, you will find succinct lessons that are easy to absorb. For example, Lesson 9 in the sales section, “Create Your Own Private Club,” was eye opening to me because I recognized that I have been on the receiving end of this lesson when visiting publishers in New York City. Mackay explains how you don’t need to have a fancy club membership to impress a client. He offers step-by-step instructions on how to call the best restaurant in town and know what to ask for so that when you walk in, you are greeted personally, and when the meal is complete, you just walk out, because everything is prepaid. End result? You’ve given your client the impression that you are a big shot and deserving of his business. Lesson 19, “Show Me a Guy Who Thinks He’s a Self-Made Man and I’ll Show You the Easiest Sell in the World,” is a concise chapter containing only this insight: “All you have to do is make him think it’s his idea.” Simple yet effective, with just the right amount of real-world boldness to know that Mackay means business.

			Other examples of Mackay’s wisdom are counterintuitive. From the Management section comes Lesson 64, “The Acid Test for Hiring”: “Ask yourself, How would you feel having this same person working for your competition instead of for you?” From the same section is Lesson 44, “Your Best People May Spend Their Most Productive Time Staring at the Walls”: “If you discover one of your executives looking at the wall . . . instead of filling out a report, go over and congratulate him or her. . . . They’re thinking. It’s the hardest, most valuable task any person performs.” These are certainly obvious concepts—hiring good people and supporting a creative environment—but Mackay comes at these insights with an alternate perspective that enables us to internalize the lessons because they are so unexpected.

			 “I used to say that networking is the most underrated management skill. Now I believe it may be the most important management skill, bar none.”

			In his final section, called “Quickies,” he includes an amusing story titled, “How to Get to Know a Celebrity.” When Mackay was set to meet Castro, he did a little research and found that Castro enjoyed bowling. Upon meeting the man, Mackay asked him how he kept in such good shape. Castro, who supposedly didn’t understand English, replied before the translator translated, “Bowling.” Mackay told Castro that he was a three-time bowling champion in college and . . . suddenly Castro and Mackay were communicating in English. Mackay believes that to connect with celebrities, you need to avoid the “fan syndrome” and instead talk to them about their interests.

			There are books that break new ground and then there are books that show you a new way to think about the basics. Harvey Mackay has written a classic version of the second type of book, with the added imperative that your survival is on the line. The information offered here is truly timeless, presented with humor, and will be around to save many business lives for years to come. JC

			Swim with the Sharks without Being Eaten Alive: Outsell, Outmanage, Outmotivate, and Outnegotiate Your Competition, Collins Business, Paperback 2005, ISBN 9780060742812
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			Stories of a fake Greek statue at the Getty Museum and John Gottman’s “Love Lab” at the University of Washington turned Malcolm Gladwell’s sophomore effort, Blink, into a best seller and brought the topic of intuition to the forefront of cocktail conversation in 2005. Tucked into one of Gladwell’s key stories, however, was a man named Gary Klein. The Ohio-based PhD has been studying decision making for three decades and is well known in the field for his work with professionals in high-intensity occupations.

			Klein found that firefighters, U.S. Marine lance corporals, and neonatal nurses don’t make a conscious effort to consider all the options before taking action; instead, they quickly gather information and act. As more information becomes available, these specialists reassess and change course if needed. When asked how they came to such quick decisions, Klein’s subjects used vague, mystical references like ‘“The Force” and “ESP” to describe their abilities. Klein, unsatisfied, probed deeper.

			As you read The Power of Intuition, the deconstruction of split-second decision making feels disorienting. How often do you think about how you think? We all can reflect to when we were faced with such life-changing decisions as moving to the big city or deciding whether to take a new job, but the vague hunches we receive from our cavemanlike brains are difficult to articulate, often harder to act on. Studies show that professionals in fields ranging from naval command to offshore oil platform management use intuition 90 percent of the time in their decision making. By choosing individuals whose own lives, and others’, depend on the accuracy of their intuition, Klein found subjects who were attuned to this unconscious mental process. He delineates the process to develop a teachable framework.

			Klein’s decision model is illustrated in a loop that starts with the situation as a whole. First, we look for cues: a firefighter searches for the heat source or an account rep looks for common threads in prior sales proposals. Those cues lead to the recognition of patterns, whether dangerously unknown or comfortably familiar. And then our brains start running “action scripts,” in which we simulate an effort and evaluate each potential action singularly until we find a satisfactory answer. With a decision made, we act and start the process over again.

			Recognizing the process gives you the chance to improve your intuition, and Klein suggests a variety of ways. Throughout the book, he provides a wide array of decision games. These are simple stories which drop the reader into murky hypothetical situations. In one case, the president of your company asks you to lead a new product development effort with workers idled by weak revenue. Klein then presents twenty-six pieces of information that appear as the project progresses, ranging from coworker gossip to company-wide e-mails, and asks you to note your reaction to each and its impact on your project. This exercise squarely focuses on developing the early skills of the model: filtering cues and seeing developing patterns.

			“I define intuition as the way we translate our experience into action.”

			Intuition is not some magical power or extraordinary mental attribute that some have and others don’t. Improved intuition comes from recognition of this unconscious routine and the accumulation of real-world experience. While the stakes are clearly higher in the lives of Klein’s research subjects, the world of business shares the need for quick and accurate decision making. And The Power of Intuition shows you how to trust your gut and improve your own sixth sense. TS

			The Power of Intuition: How to Use Your Gut Feelings to Make Better Decisions at Work, Currency/Doubleday, Paperback 2004, ISBN 9780385502894

			WHERE TO NEXT? [image: ] Here for what else influences our decisions  [image: ] Here for how crowds make decisions  [image: ] Here for making decisions about your life | EVEN MORE: Blink by Malcolm Gladwell; Sources of Power by Gary Klein; Decision Traps by J. Edward Russo and Paul J. H. Schoemaker
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			Po Bronson was at a turning point in his life. His job as a TV screenwriter had dissolved when the series he wrote for was canceled. He was unemployed with his first child on the way. Not succumbing to the worry over getting his next paycheck, Bronson instead asked himself the universal question, “What should I do with my life?” His introspection made him curious about how other people were able to envision a new kind of future or identity for themselves when standing at that same career crossroads. So, he decided to investigate, determining to “travel the country tracking down the people whose stories spoke to me.” The stories he collected here in What Should I Do with My Life? are about regular people, some with families, some with little education, some with money—all everyday folks from whom we can learn a great deal.

			What Should I Do with My Life? was published in 2002, during what Bronson describes as “a time when we were losing our respect for corporate leaders, we no longer believed new technology would make our lives better, and the attack on our freedom made life precious and weighty. People were reassessing what mattered to them and what they believed in.” What he presents here are stories about the ghosts and stumbling blocks that prevent us all from pursuing what Bronson names “our true calling.”

			The organization of this material is unconventional. Eight sections are aligned with just what ghost the person is struggling with or the obstacle they have succeeded in clearing. There is something rich and satisfying about this interpersonal way of grouping stories. For example, in explaining why he featured people who have demonstrated patience and persistence, Bronson writes: “I include them not to admonish the young and urgent, but to respect the Big Picture. Most of us take the slow road, no shortcuts.” Bronson relates to his subjects so intimately that it is impossible to not become engaged in their stories yourself.

			Bronson interviewed individuals from every social strata. His willing subjects bared their souls and took confession with the writer. Bronson makes no attempt to distance himself, serving as subject and scribe. While that is sometimes a sign of an author’s ego, here it feels natural and integral to the subject matter. Bronson has lived a fascinating life, suffered through much the same uncertainty; his own stories add connective tissue to the chapters.

			“The most common question I’d get asked was, ‘So is your book about life, or about careers?’ And I’d laugh, and warn them not to get trapped by semantics, and answer, ‘It’s about people who’ve dared to be honest with themselves.’”

			In the opening section, Bronson shares a story about a seventeen-year-old Phoenix boy who receives a letter from the Dalai Lama, who instructs the teenager to go to India and fulfill his destiny as the reincarnation of an ancient Tibetan warrior. The boy agrees and begins
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