Required Reading

(Before Internship Class Begins)

1. Time Management
If you haven’t got the time to do it right, when will you find the time to do it over?, by Jeffrey J. Mayer, published by Simon & Schuster (1990) – Softcover cost, $8.80 (out of print – but still available thru amazon.com)

Mayer will show you how to transform your desk into a cleaner, more efficient work area; how to organize your files so that they’re easier to find and use; and how to create a more effective “to do” list – along with dozens of other time-saving techniques.  His practical approach to getting organized will help you meet your deadlines—and give you more time for yourself.

2. Professional Dress
America’s best-known clothing consultant tells you what to wear and why.  His recommendations are based on extensive research which will help you get the extra edge you need for success.

a. Dress For Success (for men) – by John T. Molloy, published by Warner Books (1988) – Softcover cost, $5.99

b. New Women’s Dress for Success (for women) – by John T. Molloy, published by Warner Books (1996) – Softcover cost, $8.88

3. Tips For Success

Roger’s Rules for Success, by Henry C. Rogers, published by St. Martin/Marek (1984) – Hardcover cost, $15.00 (out of print – but still available from some 

on-line bookstores)

This book is essential reading for anyone who wants to be more successful and is willing to devote the necessary energy to achieving goals.  Rogers shows how to acquire the personality traits that insure success in the business world.  His easy-to-follow rules at the end of each chapter are guaranteed to aid in a fast climb up the career ladder.
