00004, tushu007.com
<«<OQO000000>>

guoooon
id<<goggooog>>

1300 ISBNUO O 0 9787111157410

1000 ISBNO O 10 7111157419

0 dodogo2009-3
gooooboooogooao
do0o[C]jooo.o0,0nos.ooo
0odoer2

guooobobbogooooopbrbbbggoooobbbgooooon

00000000 http://www.tushu007.com

Page 1



00004, tushu007.com
<«<OQO000000>>

0O

gobobobobbooogooon

goboboobbougoooobboooo
goooboboobosgboboooboobobooboobobooboobobooboon
gobbobbbuoogooobbobbuoooogobobobboooooobobobboougg
gobbobbooogaggobobo

gobobobbbuoooooobobbodadgo

goboboobbuoogoooobbobboogo
gobobobobboodoooobobbbdoooooboobbbooooooobonooboooa
goooo

gobbobobboooooobobbobbbdooooon

gobbobobooooodoon

gobbobboboooooon

gobobobobboooooobbobbtooooooooboooo
goobobobboooooobbobobbdooooobbbbboooouoo
gobobobbboooooobbobbboogo
gobobobobboooooobbobbboooouoobobobbooomo
gobbobbbuoooogobbbbboooooobbbbboooo
gboobobooboobbooboobooxmbooboboooboobobon
gobbobbbuoogooobobbbbodoooogon
gobboobbuoooooobobbbbodgd
goubbbbbuggogobbobbuoooogoboboooo

gobobooboboodadd

gooooooo

gobobobobboogoooon

gobobboogooobbobbododa
gobbobobbuoooooobobobbioooodobobobboooooobobobbooogya
goboobboooodoaon
gobbobbbogooobobobbtbodoooobobobobboooouoo

Page 2



00004, tushu007.com
<«<OQO000000>>

goon

gobbobbbuodggooobbbbbuoooogobbobbboooooobobbobboooog
gobbobobbouoooobobbobbbuooooobbobboogd
gobbobbbuougooobobobbbuooogobooooo
gobbobboogogobobo
gogobbbbbudooguobbobbbooooguobobbooooooobobobboad
gobboobbboogogobbobbidoodobobobboooooobobobbooga
gobboooobougoooobobbooogoooboobbuoooooooboobbouoog
gobobobOMBADEMBAUUOUOOOO"OOO"mOO

Page 3



00004, tushu007.com
<«<OQO000000>>

goon

OO0 O- ODO0OKittyO.LockerU DO OO OO ODOODODODODODODODODOOODOODOODODOD

gobbobobboooooon
gogobbobbbugogoobobbuodooouoboobbooooon
0 OO BUSIN-ESS AND ADMINISTRATIVE COMMUNICATIOND THE IRWIN BUSIN

Page 4



00004, tushu007.com
<«<OQO000000>>

goon

gobbobbbobbuodoooooooobbobbod bbb obobbbodoood 11oboo
obooob 12000000000 130000000 1400000 150000000 16
goboboooobod 170000b0bb wsbbpboobuoogogd wsgooboobb 110040

goboboobbdud 11gogoboboobbod dodgd gobbb 020 000o0bo 2.1
goono 2200000 2300000000 240000000000 OO0OO DOOO

U o3 obogoogon 310bobn0 32000000 330ubbooboouodgad 340
goboboobbobuoggogno 3sb0b0obood 3eseduugobobobbbooood goobob oo
gob 04 0gudonb 4100000000oobb 4200000000000 430
goooo* og” 44000000 450000000010000 460000ODOOOOO
gofb 470000000000 bDOOO DOoood boshobobodoodgd sioboboo

520000 53000000 s4bD00doooonon ssObpbobboOodd sellnogog
oo s70poo0bo0 s800gugn s9epobobbodd oodno obobb obbobobo
gobobobobbdoooooobbbobbbbdd0 b oobobbAbDODDoD D

gopobooosbbboboocuoogobbooboobopbbbotodooooonbbbbbooooon
goooooo

Page 5



00004, tushu007.com
<OO00000dns>>

good

In traditional jobs, people did what they were told to do. Now, they do whatever needs to be done, based on the
needs of customers, colleagues, and anyone else who depends on their work. They help team members finish
individual work; they assist office mates with pressing deadlines. They are resourceful: they know how to find
information and solution ideas. They work extra hours when the task demands it. They are ready to change
positions and even locations when asked to do so. They need new skill sets even when they don't change jobs.At
Sarasota Memorial Hospital, food service workers do more than bring food to patients; they open containers,
resolve problems with meals, help patients read their menus, and adjust orders to meet patients' preferences. This
attentiveness not only serves the patients; it is part of a team-spirited approach to patient care that in this case frees
nurses to do other work. 44 The experience at Sarasota Memorial is backed up by research suggesting that the most
effective workers don't see work as assigned tasks. Instead, they define their own goals based on the needs of
customers and clients. 45With flatter organizations, workers are doing a much wider variety of tasks. Today's
secretaries, as mentioned earlier, are likely to be researching, planning meetings, and keeping records of the
department's expenses. Even as more bank customers use ATMs for deposits and withdrawals, banks keep tellers
on hand to help with more complicated problems and to sell financial products. Your parents may have worked
for the same company all their lives. You may do that, too, but you have to be prepared to job-hunt——not only
when you finish your degree but also throughout your career. That means continuing to learn-keeping up with new
technologies, new economic and political realities, new ways of interacting with people.
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