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A N  August 2009 
SW Region’s “Eye on Training” is on  

 
Training Lending Library Items 

 
The SW Region HRDD Training Lending Library 
has many opportunities for self-development.  This 
Eye on Training highlights the American Media 
How-To Book Series.  

 
The American Media How-To Book Series 

 
The American Media How-To Book Series is a library of 
self-study books packed with practical solutions to 
everyday workplace problems.  The easy-to-read format 
of the series makes each book ideal for self-study, group 
training, or as a quick reference tool.  With illustrative 
case studies, interactive exercises to increase 
knowledge retention, and self-evaluations and chapter 
reviews to measure learning, the American Media How-
To Book Series allows organizations to teach the most 
vital training issues.   
 
The SW Region Lending Library has the following books 
available:   
 
Communication Skills/Conflict Resolution: 
 

• Alert & Alive: Defusing Anger & Violence. 
• It's a Jungle Out There: Dealing With Difficult 

Behavior in the Workplace. 
• Listen Up:  Hear What's Really Being Said. 
• Managing Workplace Conflict. 
• Writing for Business Results. 

 
Customer Service/Quality: 
 

• Customer Service Excellence: It’s In the Details. 
• Keep Them Calling!  Superior Service on the 

Telephone. 
• Outstanding Customer Service. 
• Ten Tools for Quality. 

 
Legal Issues: 
 

• Documenting Discipline. 
• Handling Diversity in the Workplace. 
• I Have to Fire Someone. 
• Legal Issues for Managers. 
• Stopping Sexual Harassment Before It Starts. 

 
Time & Stress Management: 
 

• How to Get Everything Done (And Still Have a 
Life). 

• Investing Time for Maximum Return. 
• Managing Stress. 

 

Sales Training: 
 

• Sold on Selling. 
 
Management/Supervision: 
 

• Empowerment Works: A Guide for Supervisors 
and Employees. 

• From Budgets to Balance Sheets. 
• Interviewing More Than a Gut Feeling. 
• Improving Workplace Performance Through 

Coaching. 
• Mentoring For Success. 
• Motivation in the Workplace: Inspiring Your 

Employees. 
• Supervising Difficult Employees. 
• Taking the Step Up to Supervisor. 
• The Art of Giving and Receiving Feedback. 
• Training That Works. 
• Why Didn’t I Think of That. 
• You Can’t Do It All: Effective Delegation. 

 
Personal Improvement /Employee Development: 
 

• Assertiveness Skills 
• Doing the Right Thing: Ethics in the 

Workplace. 
• Don't Stop With the Want Ads. 
• It All Adds Up: An Intro to Basic Business Math. 
• Job Strategies for New Employees. 
• Making Change Work for You. 
• Self Esteem:  The Power to Be Your Best. 

 
Teamwork/Meeting Skills: 
 

• Effective Project Management. 
• Leading Teams: The Skills for Success. 
• Team Up For Success. 
• That’s No Problem: A Problem-Free Approach. 
• We’ve Got to Stop Meeting Like This. 

 

 
Contact us for more information on these and other 
courses available in our lending training library. 
The SW Region Lending Library POC is Stephen Jones.

 
 

 
 
Your feedback and comments are valuable to us.  
Manuel Smith 
Chief, HRDD, SW Region 
785-239-0088 
Manuel.Smith1@us.army.mil  
 
♥ Caring, Top Performing, Professional, Responsive, Team ♥ 
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