
“Big companies are small companies that succeeded” – Robert Townsend
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Everything 
 

Create a Business Persona
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Abraham, Jay
Getting Everything You Can Get Out of All You’ve Got:  
21 Ways You Can Out-Think, Out-Perform and Out-Earn  
the Competition
658 ABR

Begley, Kathleen A.
Face to Face Communication: Making Human Connections in 
a Technology-Driven World
302.2 BEG

Bixler, Susan
The New Professional Image
646.3 BIX

Bocher, Diana Daniels
Communicate With Confidence!: How to Say It Right the First 
Time and Every Time
658.45 BOC

Brock, Susan L.
Better Business Writing: Techniques for Improving Correspondence
808.06665 BRO

Chesla, Elizabeth L.
Improve Your Writing for Work
808.0666 CHE

Dawson, Roger
Secrets of Power Negotiating: Inside Secrets From a  
Master Negotiator
658.4052 DAW

De Bono, Edward
How You Can Be More Interesting
CD153.4 DEB

Elsea, Janet G.
The Four-Minute Sell
650.13 ELS



2Fast, Julius
Body Language in the Workplace
650.13 FAS

Ferrazzi, Keith
Never Eat Alone and Other Secrets to Success,  
One Relationship at a Time
658.409 FER

Fountain, Elizabeth Haas
The Polished Professional: A Quick and Handy Guide for Any 
Manager or Business Owner
395.52 FOU

Glass, Lillian
Say It Right, How to Talk in Any Business Situation
CAS 002.542 GLA

Gross, Kim Johnson
Dress Smart--Women: Wardrobes That Win in the New Workplace
646.34 GRO

Hagwood, Scott
Memory Power: You Can Develop a Great Memory
153.14 HAG

Kaye, Ellen
Maximize Your Presentation Skills: How to Speak, Look & Act 
on Your Way to the Top
658.452 KAY

Lyles, Richard I.
Winning Ways: Four Secrets for Getting Great Results By 
Working Well With People
650.13 LYL

Lyon, Todd
Lands’ End Business Attire for Men: Mastering the New ABCs 
of What to Wear to Work
646.32 LYO

McManus, Judith A.
Effective Business Speaking
658.45 MCM



3Marcum, Dave
Business Think: Rules for Getting It Right—Now, and No 
Matter What!
650.1 MAR

Mindell, Phyllis
How to Say It for Executive: The Complete Guide to 
Communicating for Leaders
658.45 MIN

Newman, John E.
How to Stay Cool, Calm & Collected When the Pressures On:  
A Stress Control Plan for Businesspeople
158.7 NEW

Nicholson, JoAnn
Dressing Smart for Men: 101 Mistakes You Can’t Afford to 
Make…And How to Avoid Them
646.402 NIC

Dressing Smart for Women: 101 Mistakes You Can’t Afford to 
Make…And How to Avoid Them
646.404 NIC

Nierenberg, Gerard I.
Negotiating the Big Sale
658.85 NIE

Perlman, Alan M.
Perfect Phrases for Executive Presentations
658.452 PER

Persuasive Speaking: Making Effective Speeches and 
Presentations
VHS 808.51 PER

Phillips, Linda
The Concise Guide to Executive Etiquette
395.52 PHI

Price, Carol
How to Present a Professional Image
CAS 650.13 PRI
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Reardon, Kathleen Kelley
The Secret Handshake: Mastering the Politics of the  
Business Inner Circle
CD 658.409 REA

Rich, Jason
Brain Storm: Tap Into Your Creativity to Generate Awesome 
Ideas and Remarkable Results
650.1 RIC

RoAne, Susan
How to Work a Room: Learn the Strategies of Savvy 
Socializing—For Business and Personal Success
650.13 ROA

Swiss, Deborah J.
The Male Mind at Work: A Woman’s Guide to Working With Men
650.13 SWI

Tracy, Brian
Million Dollar Habits: Proven Power Practice to Double and 
Triple Your Income
658.85 TRA

Valenti, Jack
Speak Up With Confidence: How to Prepare, Learn and Deliver 
Effective Speeches
808.51 VAL

Volin, Karhryn J.
Buff & Polish: A Practical Guide to Enhance Your Professional 
Image and Communication Style
650.13 VOL

Wilbur, L. Perry
Holding Audience Attention: How to Speak With Confidence, 
Substance and Power
808.51 WIL

Zoller, Bettye Pierce
How to Get What You Want on the Telephone Every Time!
CAS 658.452 ZOL
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