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MANAGEMENT

Mastering Corporate Communication
Speak, Lead and Succeed 

Pooja Khanna, Beena Antony Reji

About the Book
Mastering Corporate Communication: Speak, Lead & Succeed is your comprehensive guide to excelling in the corporate world 
through effective communication. This book is designed to provide you with practical tools, strategies, and insights to enhance your 
communication skills and leadership abilities.
• Essential Communication Principles: Dive into the foundational principles of effective communication, exploring key components 
like clarity, conciseness, and active listening.• Leadership Strategies: Learn how to lead teams with confidence and efficiency. The 
book covers delegation, motivation, conflict resolution, and building consensus to help you become a more effective leader.• 
Negotiation Techniques: Equip yourself with powerful negotiation skills to create win-win solutions, handle conflicts professionally, 
and foster collaborative relationships in the workplace.• Public Speaking Mastery: Gain confidence in public speaking with tips and 
techniques for delivering impactful speeches and presentations. Learn how to engage your audience and convey your message 

with authority. • Continuous Improvement: Embrace a growth mindset and learn how to use feedback for personal and professional development. This book 
encourages continuous improvement to keep you and your team inspired and motivated.
Whether you are a seasoned professional or just starting your career, "Mastering Corporate Communication: Speak, Lead & Succeed" offers valuable insights and 
practical advice to help you succeed in the corporate world.
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Contents: Unit-1 — HR Analytics: A Comprehensive Introduction 1. Essentials of Human Capital Analysis 2. Basics of 
Statistics 3. Framework for Problem Solving 4. Deploy Model- Critical Stages of Talent Life-Cycle 5. HR Decision-Making: 
Problem Identification and Resolution 6. LAMP Framework 7. HCM Human Capital Management (HCM 21 Framework) 
Unit-2 — HR Metrics Mastery: Benchmarking and Performance Excellence 8. Human Resource Practices and 
Benchmarking: Examining Critical Metrics 9. Valuation of Human Resources 10. Benchmarking 11. Performance and Goal 
Setting 12. Developing HR Scorecard Unit-3 — Strategic Workforce Analytics: Planning and Talent Sourcing Insights 13. 
Workforce Planning and Talent Sourcing Analytics 14. Talent Sourcing Analytics 15. Conduct a Workforce Planning- 
Demand and Supply 16. Job Analysis 17. Job Evaluation 18. Types of Job Redesign: Concept and Matrics Unit-4 — 
Cultural Integration and Talent Dynamics: Insights into Engagement, Collaboration and Rewards 19. Induction and Cultural 
Fit 20. Talent Engagement Analytics 21. Building Effective Teams 22. Talent Analytics-Performance and Potential 23. 
Collaboration Analytics 24. Understanding Organizational Culture 25. On Boarding: Create a Boarding Predictive Model 
26. Employee Engagement 27. Collaboration: Organizational Network Analysis 28. Job, Role and Competencies-
Quantifying Competencies and Strengths 29. Performance vs Potential - Key Decision Dilemmas Rewards, Case Studies 
on HRAnalytics, Glossary

HR Analytics 

Sangeeta Malik
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Tapomoy Deb

Contents: 1. Performance Management 2. Reward Management 
3. Compensation System 4. Wage Laws, References 
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Human Resource 
Management 

Managing People At Work
(with Case Studies)

2/Ed

Chitra Atmaram Naik

Contents: 1. Human Resource Management 2. Human Resource Planning 
3. Recruitment and Selection 4. Job Analysis 5. Training and Employee 
Development 6. Executive Development 7. Employee Remuneration 
8. Performance Appraisal 9.Industrial Relations 10. Industrial Disputes 
11.Collective Bargaining 1Z Workers Participation in Management 
13. Human Resource Development 14. Career Management 15. Career 
Development 16. Human Resource Policies 17. Quality of Work Life 
18. International HRM 19. Industrial Discipline 20. Research Design and 
Report Writing in Human Resource Management 
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Humanising 
Management

Transformation through 
Human Values

G.P. Rao

Contents: 1. The Interplay of Head and Heart in Management Thinking and 
Action, 2. Humanising Management: A Point of View and A Viewing Point, 
3. Moving from Point of View to Viewing Point: Mother, Management, 
Spandan and Human Harmony, 4. Spandan: An Introduction, 5. The 
‘Humane’ Side of Management: A Retrospective, 6. The Systems Thinking: 
Analytical Framework of the Study, Part II – Spandon (Heartbeat, Vibration): 
Approach and Process, 7. Propagation of Human Values: Insights and 
Issues, 8. Spandan 3-D Process of Inculcation of Human Values, 
9. Spandan 3-D Process: Insights and Issues, Part – III: A Point of View: 
Transformation through Human Values, 10. On Attitudes, Human Values 
and Transformation, 11. Management Philosophy and Institution Building, 
12. Transformation of Management of Self at Individual Level, 
13. Transformation of Management of Self at Professional Level, 
14. Transformation of Management of Self at Organisational Level, 
15.Transformation of Organisation through Spandan 3-D Process, 
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Practitioner's Guide to 

Training & Development 

Mohan Bangaruswamy

Contents: PART ONE: CONTEXT FOR PRACTITIONERS 1. Context for 
Training and Development (T&D) 2. Cycle of Training 3. Contexts for T&D 
Professional 4. Principles of Learning 5. Learning Cycle 6. Learning Style 
PART TWO: TRAINING NEED ANALYSIS AND TRAINING DESIGN 
7. Overview 8. Structured Approach to Need Analysis 9. Translating Need 
Analysis to Design 10. Designing for Transfer of Training 11. Training 
Contexts PART THREE: TRAINING METHODOLOGIES 12 Facilitator Led 
Training 13. Experiential Learning 14. Role-Play 15. Case Study 16. Group 
Activities 17. Self-Paced Learning 18. On-the-Job Training 
19. Psychometric Instruments 20. Coaching 21. Mentoring 
22. Demonstrations 23. Development Centres 24. Simulation 25. Weaving 
Methodologies into Design 26. Behavioural Skills Training 27. Conceptual 
Frameworks in Behavioral Skills’Traububg 28. Techanical/Functional 
Training PART FOUR: FACILITATION 29. Functional Competencies 
30. Communication Skills 31. Listening Skills 32. Written Communication 
33. Managing Conflicts 34. Flexibility 35. Process Skills 36.Facilitation 
Styles 37. Managing Difficult Participants 38. Co-Facilitation PART FIVE: 
EVALUATION OF TRAINING 39. Designing for Evaluation 40. Purpose of 
Evaluation 41. Cycle of Evaluation 42. Model of Evaluation 43. Stakeholders 
44. Measurement PART SIX: TRENDS IN TRAINING 45. Changing Waves 
46. Use of Audio Visual 47. Role of Technology in Training 48. Computer 
Based Training 49. e-Learning 50. Mobile Learning 51. Evaluation/ 
Assessments 52. Blended Learning 53. Collaborative Learning 
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Dynamics of Indian 
Financial System 

Markets, Institutions 
& Services, 3/ed. 

Preeti Singh

Contents: Part One: Financial System - An Overview 1. Nature and Role of 
Financial Systems 2. Indian Financial System 3. Financial Sector Reform in 
India Part Two: Regulatory Authorities 4. The Reserve Bank of India 5. The 
Securities Exchange Board of India Part Three: Financial Markets 6. New 
Issue Market 7. The Secondary Market 8. Financial Markets for Short-term 
Funds Part Four: Dimensions of International Financial Markets 9. Foreign 
Exchange Market 10. Foreign Capital Flows Part Five: Banking Institutions 
11. Commercial Banks 12. Cooperative Banks Part Six: Non-Banking 
Financial Intermediaries 13. Non-Bank Financial Companies 14. Small 
Savings, Provident Funds & Pension Funds 15. Insurance Companies 
16. Unit Trust of India and Mutual Funds 17. Development Banks Part 
Seven: Financial Services 18. Financial Services Glossary Index
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Fundamentals of 

Financial 
Management 

 3/Ed

Preeti Singh

Contents: Preface, PART I : UNDERSTANDING FINANCIAL MANAGE-
MENT CONCEPTS 1. Basic Concepts of Financial Management 2. Time 
Value of Money 3. Valuation of Securities, PART II : FINANCIAL ANALYSIS 
AND PLANNING 4. Statement of Changes in Financial Position 5. Financial 
Statements Analysis (Ratio Analysis) 6. Sources of Finance PART III : LONG 
TERM CAPITAL DECISIONS 7. Capital Budgeting 8. Risk Analysis in Capital 
Budgeting 9. Cost of Capital PART IV : FINANCIAL DECISIONS 
10. Financing Decisions – Operating and Financing Leverage 11. Capital 
Structure Planning and Value of the Firm PART V : DIVIDEND DECISIONS 
12. Dividend Decisions and Valuation of the Firm 13. Dividend Policy PART 
VI : MANAGEMENT OF CURRENT ASSETS 14. Working Capital Manage-
ment 15. Cash Management 16. Receivable Management 17. Inventory 
Management PART VII : FINANCIAL RESTRUCTURING 18. Corporate 
Restructuring, Mergers / Acquisitions, Appendix, Glossary, Index.
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Case Studies in 
Business Management 

Bindu Gupta 
Sita Mishra

Susmi Routray

Contents: 1.  Withdrawn IPO: Galaxy Surfactants Limited– A Case Study 
from Indian IPO Market 2. Ghana Telecommunications Company: The 
Bumpy Road to Extinction 3. A Case Study on Working Capital Assessment 
4. Add Resources Pvt. Ltd. (Managerial Deficiencies Contributing to Poor 
Performance) 5. Working Capital Efficiency of Healthy Beverages Ltd.–A 
Case Study 6. Organizational Performance Management in DRDO A Case 
Study 7. Workforce Diversity at Accenture: A Key to Corporate Success 
8. Performance Appraisal at Shri Lakshmi Cotsyn Ltd. 
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Contents: 1. Importance of the Subject 2. Science and Technology 
3. Management of Technology 4. Technology Intelligence and Forecasting 
5. Technology Generation 6. Creativity and Invention 7. Innovation 
Management 8. Technology Acquisition and Transfer 9. Technology 
Absorption 10. Technology Diffusion 11. Technology Maturity, 
Obsolescence and Discontinuities 12. Technology Assessment and Audit 
13. Technological Change 14. Organizational Change Management 
15. Organizational Transformation Previous Year End Term University 
Question Papers – GGS IP University
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Ways to Remain Competitive
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Contents: 1. Compulsions of Change 2. Anticipating Need for Change 
3. In the Minds of Men 4. Intervention Approaches 5. Project Planning: 
Some Directions 6. Case-I: Life Insurance Corporation of India 7. Case-II: 
Indus World School of Business 8. Concluding: Looking Inward 9. Early 
Years at Indian Institute of Management, Ahmedabad 10. IIM Educational 
System: Looking Back
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Effective Mentoring
Seven Steps to Design & Manage 

Student Mentoring Programme 

Karminder Ghuman

About the Book: This research-informed and practitioner-approved book is 
essentially a how-to manual on structured, formal and facilitated student 
mentoring programme at an educational institution.It has been designed 
and developed for the practitioners to:
Ÿ Guide and handhold the institutions to design, implement and assess 

their mentoring programme through a step-by-step approach.
Ÿ Codify the tenets and principles of mentoring into a simple to 

comprehend and easy to implement mentoring programme.
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4. “Are T-Group Experiences Applicable in Real World”? 5. How to Write a 
Personal Journal? Part 2 : INDIVIDUAL AND GROUP PROCESSES 
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Feedback 11. Sympathy versus Empathy 12. Thinking versus Feeling 
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Community Development through Student Outreach and Internship" is 
a comprehensive guide designed to facilitate meaningful community 
engagement through student outreach and internship programs.
It emphasizes the belief that every individual, regardless of background 
or expertise, has the potential to contribute significantly to community 
development.
The book provides a roadmap for those who aspire to create positive 
change, offering an understanding, practical tools, techniques, 
personal reflections, and ethical considerations to guide their journey.
Through diverse voices and experiences, it covers foundational 
concepts of community organization and practical strategies for 
effective outreach programs.
Ultimately, community Development through Student Outreach and 
Internship" serves as a tribute to the dedication of community workers, 
volunteers, and students. Inviting readers to join a journey of discovery, 
challenge, and transformation towards empowering communities and 
transforming lives.

Comprehensive coverage: community Development through Student 
Outreach and Internship" offers a comprehensive exploration of 
community outreach, from defining the concept of community to 
practicalguidance on designing outreach programs across various 
domains.
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