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= EFFICIENCY IN THE WORKPLACE
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= COMMUNICATION & TEAM BUILDING
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— EFFECTIVE STUDY SKILLS

HUBBARD
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CHNOLOGY

FULLY INDEXED WITH MASTER GLOSSARIES
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What if you had all key admin references
available for every employee?

Hubbard Administrative Technology is the foundation of success for tens of
thousands of businesses.

The full array of secular Hubbard College materials have been newly
packaged like never before.

The Hubbard College of Administration Reference Set enables you to find
the exact references you need in any business setting.

FEATURES
This new reference set includes:

4+ 12 Volumes, subject by subject.
Over 400 references.
More than 2,300 pages

Extensive Master Index and Glossary volume

+ 4+ 4+ 4+

Over 2,000 terms defined, as they are used in the references.

4+ Each volume also includes its own index and glossary.

This new Hubbard College of Administration Reference Set will retail at
only $1,350 for the full 12-volume set.

Due to an overwhelming demand and as a thank you to everyone,
our Executive Director has extended the offer at a discounted
price of $950 Instead of $1,350 through July 9th. (regular price
after July 9th)

Contact Zwi Bieringer
Email: zwibieringer@hubbardcollege.org

Phone: (323) 660-8685
Direct: (818) 588-8755

© 2015 Hubbard College of Administration. All rights reserved. The TIGER Symbol is a trademark and service mark owned by Hubbard College of Administration.
Hubbard College of Administration is licensed by the Bureau for Private Postsecondary Education.
The Hubbard College of Administration admits students of any race, color, religion, national or ethnic origin to all the rights and privileges, programs and activities generally
accorded or made available to the students at the school. It does not discriminate on the basis of race, color, religion, national or ethnic origin in administration of its educational
policies and other school administered programs.

What You Get

Vi

Vi

Vil

Master Index & Glossary
Index & Glossary
for Full Reference Volume Set

Effective Study Skills
Study Tools

Clearing Up Words
Training Techniques

Communication & Team
Building

The Communication Formula
Emotions in the Workplace
General Staff Duties

Efficiency In The Workplace
How to Handle Work

Handling Distractions

Work As A Game

Establishing & Organizing
How to Organize for Production
Valuable Final Products

The Pattern Of Organization

Statistical Management
Operating Conditions & Formulas
Graphing Statistics

Statistical Analysis

Executive Skills
Leadership Essentials
Tools of Management
Data Evaluation & Logic

Goals Management
Goals, Purposes & Policy
Strategic Planning
Making Planning Become
Actuality

Marketing & Public Relations
Survey Technology

Promotional Design

Ads & Copywriting

Financial Management
Financial Planning
Exchange

Economics

Business Ethics & Justice
Procedure

Ethics and Production
Handling Ups & Downs
Resolving Conflicts





