
ONE:  Becoming an Effective Manager

TWO:  Achieving Success Through Goal Setting

THREE:  Getting Results Through Time Management

SIX:  Balancing Authority and Power Productively

SEVEN:  Improving Communication Skills

Communication - The Human Connection
Plan Your Message
Communicating Verbally
Listening for the Total Message
Written Communication
The Power of Persuasion

Gaining the Winning Edge
Maximizing Your Time
Managing the Priorities of Others
Developing Organizational Skills
Advantages of Time Management

What is a Manager?
Building on the Base of Success for Continuous

Improvement
Mission Statements and Your Management Success
Skills and Qualities of an Effective Manager
Assuming Leadership Responsibility
Benefits of Developing Management Expertise

Viewing Change as Opportunity for Learning and
Advancement

Making Stress Work for You
Determining Priorities
Preventing Burnout
Staying Informed
Keeping Your Perspective

Sources of Authority and Power
Activating Your Resources
Developing a Team by Sharing Power
A Positive Approach to Discipline
A Value-Centered Approach to Management

The Force of Goal Setting
Committing Yourself to Your Dreams
Written Plans
The Power of Priorities
Making Workable Plans
Managing by Goals
Integrating Personal and Business Goals

FOUR:  Maximizing Personal Productivity

Maximizing Results Through Effective Decision-
Making

Profile of a Creative Problem Solver
Taking Calculated Risks
Carrying Out Your Decisions
Goals:  Essentials for Success

The Relationship Between Self-Image and Success
Affirming Your Success
The Benefits of Understanding Yourself and Others
Behavior is Caused
Getting Rid of Negative Attitudes
Motivation Through Recognition
Choosing Courage!

EIGHT:  Coping Constructively with Change and
Stress

Manage your way to success!

EFFECTIVE  MANAGEMENT DEVELOPMENT
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Creating a Motivational Climate
Keys to Increasing Productivity
Managing for Quality
Principles of Effective Training
Resolving People Problems
People - The Wellspring of Productivity

NINE:  Developing a Dynamic Decision-Making
Strategy

The Power of Effective Management
Attracting and Keeping People Committed to

Excellence
Tactics for Avoiding Common Management Traps
Enjoying the Rewards of Effective Management

Development
Planning a Dynamic Future

TEN:  Commitment to the Management ChallengeFIVE:  Empowering Other People



ONE:  Defining Your Target Market

TWO:  Approaches that Sell

THREE: The Sales Interview

FOUR:  Discovering Prime Buying Motives

FIVE:  How to Close Sales

What is a Sales Interview?
Why Have a Planned Interview Process?
Learning the Interview Process
The Nine-Step Interview Process
Preparation for the Interview
Focusing on the Prospect’s Self-Interest
Ensuring Favorable Conditions
Adding Interest to the Interview

The Power of Target Marketing
Choosing Your Target Market
Determining the Needs of Your Target Market
Approaching Your Target Market Through Relationships
Prospecting Attitudes and Activities
Profile of a Class “A” Prospect
Methods of Prospecting
Obstacles to Professional Referral Prospecting
The Referral Prospecting Process
How Value Added Service Fits In

What Prospects Want and Why
Know Yourself
Know Your Prospects
The Power of Probing
Asking Probing Questions
Listening Pays Off

What Is the Approach?
Pre-Approach Communication
The Telephone Approach
Systematic Telephone Approach
Other Approaches

Handling Stalls
Objections as Buying Signals
Handling Objections
Countering Objections
Handling the Price Objection
Disagree Without Being Disagreeable

SIX:  Overcoming Stalls and Objections

Improve sales training with skills and attitude
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Professional Selling as a Career
How to Use This Program for Maximum Results
Program Methods
Attitudes
Group Participation

EFFECTIVE SELLING STRATEGIES



Conferences
Short-Term Goals
Time
Accountability
Tracking Your Progress

Closing Principles
Recognizing Buying Signals
Selecting the Right Closing
Steps to Mastering Closing Techniques
Don’t Buy Back Your Sale!
Don’t Leave Business on the Table!
Asking for Referrals
Becoming a Closing Expert

FOREWORD: How to Use Effective Selling Strategies



ONE:  Goal Setting for Sales Success

TWO:  Income Needs and Goals

THREE: Plans for Sales Success

FOUR:  Achieving Sales Goals

FIVE: Reporting Your Activity

Success Essentials Checklist
Monthly Work Plan
Weekly Work Plan

Reinforcement Through Affirmation
Putting Goal Planning Into Practice

Sales Goals Tracking Sheet
Weekly Goal Tracking Sheet
Record of Sales

Personal Income Required to Achieve My Goals
My Business Expense Requirements
Summary of Income Needs and Goals
Specific Action Plan for Sales Activity

Career Development and Training Plan
Goals for Incentives and Awards

SIX:  Plans for Career Development

Improve sales training with skills and attitude

INTRODUCTION:

Why a Daily Organizer?
Developing Your Plan for Success
Managing by Priorities
Forming Good Work Habits

DAILY WORK ORGANIZER

Record of My Activities Report (ROMAR)
Monthly Activity Recap

Accomplishments
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