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This guide explains how to set up an office and maintain a happy and efficient atmosphere. Chief topics
discussed include: pros and cons of different machinery, from computers and the post room to photocopiers
and drinks machines; health and safety issues, including problems with the environment - VDU screens, RSI,
"sick office" syndrome, ozone, emissions, first aid, insurance, "green" products; organizing conferences and
entertainment, making individual travel arrangements and running the company's own fleet; decision-making
and networking to get the most from any office situation; hiring the right staff, firing the wrong ones and
different management strategies to keep them working happily and efficiently in between. Each chapter also
includes useful names and addresses, and information on trade magazines, where relevant.
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From reader reviews:

Donna Bradford:

Smart Office: 14 Steps to a User-friendly Office can be one of your beginning books that are good idea.
Most of us recommend that straight away because this publication has good vocabulary that could increase
your knowledge in terminology, easy to understand, bit entertaining but still delivering the information. The
author giving his/her effort that will put every word into joy arrangement in writing Smart Office: 14 Steps
to a User-friendly Office although doesn't forget the main point, giving the reader the hottest along with
based confirm resource info that maybe you can be certainly one of it. This great information can certainly
drawn you into fresh stage of crucial considering.

Scott Peters:

Would you one of the book lovers? If so, do you ever feeling doubt when you are in the book store? Try to
pick one book that you just dont know the inside because don't assess book by its deal with may doesn't work
here is difficult job because you are scared that the inside maybe not seeing that fantastic as in the outside
search likes. Maybe you answer could be Smart Office: 14 Steps to a User-friendly Office why because the
amazing cover that make you consider about the content will not disappoint anyone. The inside or content is
usually fantastic as the outside or even cover. Your reading 6th sense will directly assist you to pick up this
book.

Renee Chagnon:

You are able to spend your free time to learn this book this reserve. This Smart Office: 14 Steps to a User-
friendly Office is simple bringing you can read it in the recreation area, in the beach, train as well as soon. If
you did not get much space to bring the printed book, you can buy often the e-book. It is make you easier to
read it. You can save typically the book in your smart phone. Consequently there are a lot of benefits that
you will get when you buy this book.

Kerry Giles:

Is it you who having spare time and then spend it whole day through watching television programs or just
resting on the bed? Do you need something totally new? This Smart Office: 14 Steps to a User-friendly
Office can be the reply, oh how comes? The new book you know. You are and so out of date, spending your
spare time by reading in this brand-new era is common not a nerd activity. So what these ebooks have than
the others?
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