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RESOURCE LIBRARY

Updated:  February 2, 2010

Instructions for checking out NSC Resource Library materials

· If you would like to borrow an item, send an e-mail to karin.bartz@medtronic.com, and include the following:

· Title of item

· Your full name

· Your home mailing address

· Your daytime phone number
· If you check out an item, it is due back to Karin Bartz within 30 calendar days.

· Please do not highlight or make notations in books or publications.

· If you should happen to lose a book that you have borrowed (or it becomes damaged), you will be responsible for replacing the book within 30 days.

Contact Information:

Karin Bartz, CPS/CAP (Chair, NSC Education Committee)
karin.bartz@medtronic.com
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	Books / Handbooks

	Title
	Author
	© Date
	Quantity/Type

	180 Ways to Walk the Recognition Talk
	Eric Harvey
	2000
	1 / Handbook

	7 Measures of Success
	ASAE
	2006
	1 / Book

	Avery Wizard Software Instructions
	Avery
	2001
	1 / Binder

	Become An Inner Circle Assistant
	Jane Bourge
	2005
	1 / Book

	Finding Your Purpose: A Guide For Personal Fulfillment
	Crisp Publication
	1991
	1 / Handbook

	Generations At Work
	Zemke, Raines, Filipczak
	2002
	1 / Book

	How To Click With Everyone Every Time
	David Rich
	2004
	1 / Book

	How To Deliver Winning Presentations
	American Mgmt Associ
	1985
	1 / Binder

	How To Turn Generation Me Into An Active Member Of Your Assoc
	Cynthia D’Amour
	1999
	1 / Book

	If It’s Going To Be, It’s Up To Me
	Robert Schuler
	1997
	1 / Book

	Intuitive Advantage, The
	Kathryn Harwid
	2000
	1 / Book

	Job Search That Works: A Proven 10 Step Program
	Crisp Publications
	1991
	1 / Handbook

	Leadership Skills For Women: Achieving Impact As A Manager
	Crisp Publications
	1989
	1 / Handbook

	Office Team guides on the administrative profession
	Office Team
	2007
	Brochures

	Preparing For Your Interview
	Crisp Publications
	1990
	1 / Handbook

	Spin Selling
	Neil Rackham
	1988
	1 / Book

	Succeeding With Teams
	Wellins, Schaaf, Shomo
	1994
	1 / Book

	Supervisor’s Handbook, The
	Mark Truitt
	1987
	1 / Hanbook

	Techniques to Improve Your Writing Skills
	Robert Iles
	1987
	1 / Handbook

	Telling Ain’t Training
	Stolovitch & Keeps
	2002
	1 / Book

	Who Moved My Cheese?
	Spencer Johnson
	1998
	1 / Book

	You Want Me To Do What?
	Nan DeMars
	1997
	2 / Book

	Your Attitude Is Showing
	O’Neill & Chapman
	2002
	1 / Book

	Office Pro Magazines

	Title
	Author
	© Date
	Quantity/Type

	November/December 2009
	IAAP
	2009
	1 / Magazine

	January/February 2009
	IAAP
	2009
	1 / Magazine

	November/December 2008
	IAAP
	2008
	1 / Magazine

	June/July 2008
	IAAP
	2008
	1 / Magazine

	March 2008
	IAAP
	2008
	1 / Magazine

	January/February 2008
	IAAP
	2008
	1 / Magazine

	October 2007
	IAAP
	2007
	1 / Magazine

	August/September 2007
	IAAP
	2007
	1 / Magazine

	June/July 2007
	IAAP
	2007
	1 / Magazine

	May 2007
	IAAP
	2007
	1 / Magazine

	April 2007
	IAAP
	2007
	1 / Magazine

	March 2007
	IAAP
	2007
	1 / Magazine

	January/February 2007
	IAAP
	2007
	1 / Magazine
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	Audio Cassette Tapes

	Title
	Author
	© Date
	Quantity/Type

	Create Your Future: Make It Happen
	Anita Reed Seminars
	2000
	2 / 4-Tape Series

	Every Working Woman Needs A Wife
	Anita Reed Seminars
	1992
	1 / Tape

	How To Understand Almost Everyone
	Anita Reed Seminars
	1992
	2 / Tape

	Positive Way To Give and Receive Criticism
	Anita Reed Seminars
	1992
	2 / Tape

	Presentation Skills: For Presenting To 5 or 500 People
	Anita Reed Seminars
	1992
	2 / Tape

	Your Passport To Success
	Anita Reed Seminars
	2000
	2 / 4-Tape Series

	Who Needs To Be Perfect?
	Anita Reed Seminars
	1994
	2 / Tape

	Instant Motivation
	Bob Montgomery
	Unknown
	1 / Tape

	Controlling Interruptions
	Career Track Publications
	
	Missing since 2007

	Making Meetings Work
	Career Track Publications
	1992
	2 / Tape

	One Minute Manager
	Career Track Publications
	1988
	1 / 6-Tape Series

	Power Talking Skills
	Career Track Publications
	1991
	1 / Tape

	Psychology of Self-Esteem
	Career Track Publications
	1991
	1 / 6-Tape Series

	Tom Peters Live
	Career Track Publications
	1991
	1 / 6-Tape Series

	How To Delegate Work
	Dick Lohr
	1987
	2 / Tape

	Assorted tapes in one binder:


Women & Success: How We Get Our Own Way


Adoption of Consensus: Commitment


Business Session II


Life After Layoff: How To Prepare For the Day


Positive Way To Give & Receive Criticism


Retirement Centers Benefit Lunch: Enervate or Energize


Workplace Collision: Crash Course on Managing Conflict
	LighBulb Seminars

Meetings Internationale

Sound Solution

Sound Solution

Sound Solution

Sound Solution

Sound Solution
	1990

1991

1991

1991

1991

1989

1991
	1 / Tape

1 / Tape

2 / Tape

1 / Tape

1 / Tape

1 / Tape

1 / Tape

	Effective Speaking
	Unknown
	Unknown
	1 / 4-Tape Series

	Videos

	Title
	Author
	© Date
	Quantity/Type

	Achieving Administrative Excellence (Promo)
	IAAP
	1998
	1 / Video

	Innovate & Educate: A Seminar For Administrative Professionals
	??? Pointe
	
	2 / Video

	Smiling Faces: Chicago 2000/Toronto 2001 (Promo)
	IAAP
	2000
	1 / Video

	CPS / CAP Materials – Current (Maybe??)

	Title
	Author
	© Date
	Quantity/Type

	Office Systems & Technology

Office Administration

Management

Advanced Organizational Management
	Metcalf
	2004
	2 copies / Book

2 copies / Book + 1 CD

1 copy / Book

1 copy / Book + 1 CD

	Office Systems & Technology

Office Administration

Management

Advanced Organizational Management
	Metcalf
	2004
	2 / CDs

3 / CDs

5 / CDs

6 / CDs

	Flash Cards - CAP
	Metcalf
	2004
	1 / Packet

	A Framework For Management – CAP
	
	2002
	1 / Book











