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Brand New Book. In order to success in the working world, you need a set of soft skills that let people know you
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look for in the highly competitive job landscape. Write Speak Like a Professional in 20 Minutes a Day gives
lessons on how to present yourself clearly and with confidence in writing and in speech, from job application to
day-to-day work tasks. Inside, you will find instruction on: * Cover letters and resumes* Job interviews* The first
day on the job* Meetings and memos* Email* And much more!Manage Your Time Your Life in 20 Minutes a Day
will tackle day-to-day organization tips to make your life as clutter-free and structured as possible. Lessons
inside will include: * How to plan a job search* How to ideally begin and end each work day* How to prioritize*
How to prepare for meetings and presentations* How to avoid procrastination* And much more.
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